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Program Overview 



Purpose: 



Training 
Goal s : 



To enhance the capacity of treatment program decision 
makers to plan, implement, and monitor practices and 
services designed to meet the needs of alcoholic women ^ 

The training prograim provides participants the ppportunity 
to: 

• Keasure the current state of their respec- 
tive agency plans and/or programs for serv- 
ing alcoholic women against a set of policies, 
practices, and procedures that appear to be 
effective in women's treatment. 



Course 
Materials: 



• Select some prioriticyp for change in their 
respective agencies. 

• Develop a ran^e of possible strategies 
address thia areas in their programs they 
identify as needing change. 

• Prepare for continuation of planning and 
implementation of identified changes upon 
return to their agencies. 

The Trainer Manual contains in^<JwMition to help trainers 
prepare for and conduct the Cburse. It includes a session- 
by-seasion overview, x^efresher materials on training 
methods and techniques, guidelines for training program 
mahagement, aasq^le recruiting materials, and masters for 
Slaking copies of participant handouts. 

The Session Outline Cards include specific directions for 
conducting each session as well as goals and objectives 
of each sasslon and the materials and equlpi»ent reqqired 
for the various learning activities. 

The Rofourca Boole » primarily for participant use, is an 
integral part of training activities and will be a valu- 
able refarance for program planning and staff training 
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Preface 



Tn recent years there has been a Huiqe of interest in the status of 
' vsromen Swd considerable activity aimed toward identifylnq and meetinq 
the special needs of wc^men. People in the alcohol and druq abuvje ' 
fields have felt the impact of the phenomenon and are making efforts 
^ to explore and respond to the special needs of women with alcohol- 

and/or drug-^related problems. 

The mo^t significant events in both fields appear to have their 
origin in 1976. Congress passed legislation specifying that states 
must begin to provide prevention and treatment programs designed for 
women* The National Council on Alcoholism created an office on 
Women and coordinated the growth of task forces on women and alcohol- 
, ism in almost every state. The National Institute on Drug Abuse, 

through the National Drug TVbuse Center for Training and Resource ^ 
Development (NDAC) , published the first nationally developed course 
for counselors and supervisors on treating addicted women\ The 
course was titled Wome n in Treatment: I ssues and Approaches , 

At the same time, the National Institute on Alcohol Abuse and Alco- 
holism (NIAAA) initiated or sponsored a rahge of activities to fos- 
ter better prevention and treatment programs for women. One outgrowth 
of those activities was recognition of the need for a training program 
specific to the treatment of alcoholic women. T^ie National Center 
^ for Alcohol Education (NCAE) was thus assigned the task of developing 
this training program by NIT^ in 1978, with the stipulation that 
NCAE woirk closely with NDAC to benefit from their experience with 
Women in Tr#atment and to complement their j^vision of that course 
based on 2 years of delivery experience. 

While working closely with NDAC, NCAE consulted^he Women's Program ^ 
Administrator in the Division of Special Treatment and Rehabilitation 
(NIAAA) to e^ure that the training i)rogram would be consistent with 
t:ha Dlvi8on*8 guidelines on women^s treatment for federally funded 
treatment pi^grama. Other "sotirces consulted to provide * broad 
peripactlve for da8lgnii>^ the training program included specialist 
in research, treatment, and training in the field of alcoholism and 

c ■ ■ . • • 
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women; ttpocialista on women in othei fiiad.s; .\ sample (^t NlAAA-!iuulod 
ti*Vitm*Mit protji am d i M^'t oi ji ; and if^Kittui t^H^k^i, attuU-;, if-jnut^, 
rtn*.l t)tluM mat oi 1 a I i.) . ^ 

The picture that emerqod Irom thlB process of cohmu] t ^it ion and data 
collection was both fragmentary and (X)mplc*x: 

• A small n^umber of specialized treatment programn ioi 
wi^mon are in (^p«^rati»HK NIAAA \u\i\ toctMitly intiraJUMl 
the number of women's picxiiamn it funds tx^ 2.'), WhiU^ 
their data on t re^U meid ot f orti vrnrsn is still prelimi- 
nary, their experience does give ejuidance to others who 
want to modify their programs to serve women better. 

• Related research literature on women from fields such as 
psycholo<]y, sociology, att^l mental health provides sound 
principles for treatment design to some extent. 

ever, research on alcohol isn\ in women is limited and 
many of the studies that do exist are based on small 
samples or have other methodological problems - 

• Many treatment agencies have had some experience with 

women clients who are spouses of alcoholic men, and \ 
others are beginning to include special servit-es for 
women alcohalics . , ^ 

• Consistent with Congi^essional legislation, all treat- 
ment programs. Submitting g;rant requests to NIAAA must 
include a plan for woman's treatment services . State 
plans must also include assessment of need and plans for 
provision of service' for alcoholic women. 

, • Some of the treatment program elements recognized as 
■V ' important forewomen's treatment have application for 

men's treatment also, particularly those aspects relat- 
ing to personal growth and improvement of interpersonal 
relationships. 

• A training program to complement the NDAC course roost ^ 
efficiently shoulfl focus on a different target audience. 
The group most oftt^n cited was the agency staff in 
charge of clinical programming, but including board 
members or other pftlicy makers as well. 

In summary, the need for improving the treatment, of alcoholic women 
is clearly recognized, particularly at the national levelV However, 
what needs to be done and exactly how to go about doing it are not, 
quite so clear. Research data are limited and those with experience 
in developing and maintaining specialized treatment programs are not 
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leadily accessible to ali who want helj), oiio luit loiially ilovolopod 
trfiinltiq pro<7rnm for coupRelorH nnri nuyv^rvinorn fornnpr: primarily 
on the knowledqe, skills, and attitude;? iioodtnl fm ditiH.l soivico 
delivery to women clients. 

Given this context, NCAE course developers concluded that the most 
useful training program would be one designed to address the organ-. 
izaticMial aspe^cts of the agoiury whoio pot)plr witli <il coliol i sm are 
treated. Wliat factors need to be taken into account when planniiuj 
treatment services for women? What quest i<.)ns should ti needs asseBS- 
ment answer? What are the staffing needs? Who in the community 
can helg? Where does outreach fit in? How should it be approached? 
What is the agency already doing that will help? How will women's 
treatment services fit in with existing seivices? How wil] we know 
if we are on the right track? 

In some instances, the answers to those questions and related ones 
are the same for all agency staff. However, the emphasis in tl?is 
course is on the planning ^ implementation, and monitoring of services 
rather than on direct delivery of services. People responsible for 
treatment program administration and decision making are the audience 
for the training course, 
\ ^ 

One assumption underlying this course is^^tzhat the people who attend 
this training program are open to the idec^ that women's alcoholism ^^^^^ ^ 
treatment services need to be improved. Their purpose ih attending 

to get help in learning what needs to be done, x Another assumption 
is that the participants already have considerable knowledge about, 
alcoholism and experience in administering alcoholism treatment 
programs . 

The training design also takes into account three fairly common 
characteristics of program administrators or directors: they are 
^very pragmatic, short on time, and concerned about costs. 

The resulting training program is 2h days long, draws on tftfe bartici- 
* pants' existing knowlege and experience, is presented in terms of 
their job responsibilities, allows amp^e opportunity for them to 
work on the real-life problems they face in their respective agencies', 
«jnd provides abundant resources for back^home application. 

Many people contributed their time, knowledge, and encouragement to 
t^e development of SERVICES FOR ALCOHOLIC WOMEN. In the early stages 
of develocmtent , NCAE convened a Collaboration Group of eight women 
who helped to define the training needs related to treating alcoholic 
'-y^men, set priorities for the course content, and identify the target 
population. Once the course was developed, it was submitted %o a 
panel of five reviewers selected for their experience in research, 
treatment, and training. Concurrently, a developmental test delivery 
of the course was conducted by 2 qualified trainers with a group of* 
17 men and women who represented the target population. The course 
was designed and developed under the direction o^ Mary L. Millar, 
^ project manager for NCAE. 
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The Collaboration Croup membors we 

Ann Baxter 
Executive Director 
California Women's Commission 
on Alcoholism 

Wanda Froqg 

National Indian Ek^ard on 
Alcoholism and Druy Atnise 

Sylvia Govan 

Columbia Point Alcoholism Program 

Jonica D. Homiller 
Cons\iJ| t ant 
Washington, D.C. 



lieona M. Kent > 
Women* H Rehabilitation Association 
of San Mateo County, Inc. ^ 

Anno D. Robertson, M.S.W., Director 
Division Qt Alcohol and Druq Abuse 
Mississippi Department of Mental 
Healt h 

Lidia Romero 
Assistant Director 
Midway House, Inc. 

Brenda Weathers, Coordinator 
National Coalition of Women's 
Alcoholism Programs 



The reviewers were: 

Daniel J. Anderson, Ph.D. 
Director a 
Hazelden Foundation 

Linda J- Beckman, Ph.D. 
Department of Psychiatry 
The Center for Health Sciences 
University of California 

Gayle Hamilton, Ph.D. 
Consultant 
^Arlington, 4/irginia . 



Shirley Hill, Ph.D, 
Department of Psychiatry 
University of Pittsburgh ^ 
School of Medicine 

Riley Regan, Di-rector 

Division of AlC70holism 

New Jersey Department of Health 



The trainers for the developmental test were: 

James P. Conway, M.S. 
Coordinator, Counseling Services 
Long Beach General Hospital 

Linda Mandei ^ 
Associate Director ^ 
California Women's Commission on 
Alcoholism ^ 
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Section I 



Introduction to the Package - 



SERVICES FOR ALCOHOLIC WOMEN is a training program designed to en- 
hance the capacity of treatment progreun decision makers to plan, 
implement, and monitor practices and services designed to meet the 
needs of alcol^illic women. 

^ ^ The training program provides participants the opporttmity to: 

• Measure the current state of their respective agency plans 
and/or programs for serving alcoholic women against a set 
of policies, practices, and procedures that apj>ear to be 
effective in women's treatment. 



• Select some priorities for change in their respective ^ 
agencies. 

• jrievelop a range of possible strategies to address the areas 
in their programs they Identify as needing change. 

' ' ' . i > N 

• Prepare for continuation of planning and inplementatibn of 
identified ch^ges upon return to their a*^gency. 

The program consits of seven sessions and requires aj5proximately 
16 hours to coinplete. Sessions range in length from Y) to 3 hours. 
It is recowivended that the program be delivered over .2h consecutive 
days in a residential setting. , It could also be delivered in a 
nonresidential setting over a period of weeks, with sessions pre-- 
sented weekly or twice weekly. The instructional activities com- 
bine didactic presentation and gxiided practice in application of 
assessment and planning. information; the emphasis, however, is on 
practtfce. 

The program materials conelAt of: 

• Saaalon QutjLine Cards 

^ • Ufa ny^p^ nnnk . , * 



ERIC 



C;uidolliu\s Tor unlnq tlu^at^ materiabi to proparo and dolivoi t ho 
workshop are provided on page 5. 

Relationship to WOMEN A^.JTREATO^^^ 

NCAK's course, nKRVTCKr* FOR AirOMOLTC WOMEN, Ig donlqnod to bo com- 
plemontary to WOMEN IN TREATMENT, recently revised by the National 
Drvig Abuoo Center for Training aiid Resource Development (NUAC) - 
WOMEN IN TREATMENT is a 4--day course for counselors engaged in | 
one-to-one interaction \lith women in the delivery of treatment and 
rehabilitation services. Although it was developed by NDAC, it is 
useful for alcoholism counselors because it covers material rele- 
vant to women whether they have' problems related to alcohol, drugs, 
br both. 

While there is some overlap in the content of the two courses, they 
differ in enphasis and detail. WOMEN IN TREATMENT comprises ten 
modules which cover such topics as patterns of licit and illicit 
drug use, a woman's life cycle and sources o/ stress, a life stress 
counseling theory, and special issues: family systems, suicide, 
victimization, and sexuality and health. Participants also develop 
personal principles for counseling women and assess the adequacy of 
their own treatnj^nt prograrJis. 

The people who attend SERVICES FOR ALCOHOLIC WOMEN will be interested 
in WOMEN IN TREATMENT as an appropriate and worthwhile course for the 
counselors in their agencies who work with women- A description of 
WOMEN IN TREATMENT and information^TTor obtaining course materials are 
included in the Resource Book on page 309, 

Who Can Benefit From This Training ? 

SERVICES FOR ALCOHOLIC WOMEN is designed for teams of two people 
from the same agency since this approach seems to increase the like- 
lihood of agency program changes subsequent to training. One team 
member should have decision-making responsibility for treatment 
services in the agency. Depending on the size of the agency and 
the services provided, this person may have the title of program 
director, treatment coordinator, clinical supervisor, or manager. 
The other functions may include deciding what program services wi^ 
be offered; allocating staff, space, and funds to support those ae)^- 
vices; establishing referral relationships with other service agencie 
and representing the program to the board of directors and the com- 
munity. 

The second team member may be the person designated as women's treat- 
ment coordinator, a board or advisory group member, or a staff mem- 
ber with particular interest or experience in women's treatment. 
Again, the title and function of this person will vary according tx> 



aqenCy size, nature of services, and curroiU At at ub 0)f wi)nK>n*s 
trf^atmf>nt.. If only one pernon from the nqonry ran attend, that 
person sbould be tlie one witli decision-making autt)orlty. as des- 
cribed above. ^ 

It is iintx>rtant to underscoi-e the imiK>rtance of recruiting partici- 
pants who match the characteri st i\cs described above. ThT» instruc- 
tioilal design is based on the assun^">tion that part icipar^ts have a 
thorough knowledge of alcohol ism- arid are experienced in the manage- 
ment of alcoholism programs. Furtiher, it presumes that participants 
come with the intent of improving treatment services for wdftien and 
allowl3 time to begin planning changes in their respective agencies. 
T^\e course will have little interest for those who do riot have treat 
ment program planning and decipion-msOcing responsibilities, Appendi 
D contains a saitple letter that/ may assist in recruiting the approp- 
riate participants. 

Who Can Best Conduct the Training ? 

Two trainers, one female and one male/^ are optimum for. a group of 
20 participants. The female should be well versed in women's issues 
and effective alcoholism tr^atiitient for women, with spepial eitpertise 
in ipmagement of such programs. She should also be an experienced 
group leader/facilitator, able to balance her enthusiasm for improv-- 
ingv^he treatment of women with a sensitivity to the participants! 
level of sophistication on women issues. The male trainer should 
have similar qufiiiif icdtions regari^^^tg group^ facilitation and sensi- 
tivity on women's issues, and ha^' recent experience in covinseling 
alcoholic women. 

Two trainers / one female and oillP'male, are recommended to distri- 
bute the burdens of Iselivering a demanding training program, provide 
both male and female perspectives on sex-role stereotypes, and pro- 
vide role models of a productive, professional working relationship 
between a man and woman. 

Appendix A incl^u^es a discussion of some of the general advantages 
of teeun training and offers some suggestions to ensure smooth 
cooordlnatlon . 

Where Can the Training Be Conducted? . 

I- 

The training site should be attractive and comforteible and large 
enough to acconibodate the .ntimber of people who will be attending. 
The op1!imum nuihber qf participants for maximum participation and 
interaictlon with the trainers is 20% A group of 24 or 26 partici- 
pants would be manageable for trainers e^nd would not require modi- 
fication in learning actlvitleis. Some additional time wou^d be 
required for small group presentations, since more groups would 
be presenting « 



Tho room inunt hr' laiq«* imuuhiIi to lu)hl i onil o i t al> I «^ oIimiim Itw traiiuMS 
<uk1 pai t i ^.-ipanl s , rlu:.l«M'. taM«". an.i . h.i 1 i fot oioups f 1 
and four, with oiiou*jh tlistaiu-o Iu^Iwimmi to iniinnu7j» d i si t ,;iot i on;i ; 
and four flipchart triiKxIs- An accoptable aH<^rnaliw in one room 
large enough to hold tlie Isarqe group and two or three smaller adja- 
cent rooms with table and chairs for nmall group work. .See Appen- 
dix B for further discussion of tiainiiiy u i rt- selection. ^ 

What mfornmtion Do tMu^ Tiainiiuj Mat i a I s .A'ont <i I n? 

llie Trainer Manual is designed to help the trainers prepare for and m 
conduct the sessions. Section II, Session-by-Session Overview, 
l>eginB vith a short introduction explaining the organization of the 
section. Next js a brief description of the sequence and flow of 
tlie sessions. The remainder c^f Soctioii TI is a ^synopsis of each 
sessiOJi inducting discussion of possible trainer option,s for tailor- 
ing Mihe course to fit specific situations. • 

Section III describes the organization of the Session Outline Cards . 

Appendix A provides refresher materials on training techniques and 
methods, with emphasis on those used iu ihis program. Appendix D 
contains a brief discu.^5ion of training program managen>ent and sample 
recruiting materials . 

Appendix C contains handouts and trainer references- The handouts 
^ can be used as masters for duplicating copies fo^ participants, 
according to J:.he directions given in Section 11.'' References contain 
content or other information the trainer needs to condu<^ an activity. 
In some cases direction will l>e given to reproduce a refer^ice on a 
flipchabrt or overhead /transparency . In addition to the handouts, 
^ other materials to be used in session activities appear in Sec^tion I 
of the Resource Book . In some cases duplicates of these material? 
will be reproduced for participant? to use in session' aativities so 
that the copies in their Resource Books can.be preserved for use in 
their own agencies. Masters for evaluation instruments and directions 
for their use are also in Appendix C. 

The Session Outline Cards are designed for trainer use during the 
• program. They serve as a portable, step-by-step guide to session 
activities, allowing the trainer to move around the room rather than' 
remaining behind a table in order to follow the training sequence in 
a three-ring binder. The text on the cards is presented in outline 
form with space provided for the trainer to add notes and key points 
for his or heir own use. 

' The Resource Book designed for use during and afber training. 
It contains articles, bibliographies, suggestions for cU'ent assess- 
ment and program evaluation, ideas for child care and nutrition ser- 
vices, and lists of resources for staff and client education. The 
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RBBource Book Is eu\ Integral part of tralnitiq activition i\\u\ will 
ttcive aa a valuable retoieiice loi l-n\K}i<^i^ planniiui and utati tiaiM 
ing whon participAits retain to tlieii ayenuieu. 

* 

What Ig the Suggested S6c | [utence of Activities for Workshop Preparation 

Preliminary Plannin g. After the sponsoring agency is assvued of 
sufficient participant Interest in a program, the primary considora- 
tions are those of management and logistics; such as choosing a tinK> 
an^ place, recruiting and selecting participants, and obtaining mate- 
rials and equipment* Of special importance is assigning'' re sponsibil-^ 
ity for the various tasks that must be accpnpHatiyiRd for successful 
workshop presentation. See Appendix B foV* suggest iahs about planning 
and carryii*^ out these management tasks. 

Preparing to Condv|ct the Instructlorfhl Activities . . / 

• peview of the Resource Book - Examination of the FB&Jxxtce 
Book will give the trainer 86me notion of the program con- 
tent and the background materfSl provided to assist htm or 

^ heir in preparing for dellveryi It will also enable the 
trainer to help participants make best use of the Resourc e 
Book during training. 

• Heview of Trainer Manual - In preparing to cpnduct the ses- 
sions, it is suggested that the trainer begin by reading ^ 
through Section II of the Manual, Session-by-Ses41on Over- 
view. This will give the trainer a sense of th^ sequence 
and fldw of session activities for the total course- A re- 
view of the /Appendixes will acquaint the ^ralner with the 
aflsuinptions underlying design of MCAE training programs, \. 
the ^logistical requirements for trainitjtg delivery, and the^ 
heufidouts and references provided for instruction and evalua-. 

. ti6n. 

m Review of the Session Outline Cards - The next step is to 
review the Session Oytt^line Cards ^ planning specifically 
how ea*h session will be conducted and making notes on 
the cards about introductory and sunmary remarks and key 
questions to stimulate discussion. At this time joint 
planning with the cotrainer will ensure clarity of roles 
and mutual expectations for the training sessions. It may 
also be iq^propriate to take a closer look at the refresher 
> materials on training skills iifi Appendix A. 



im Arrmqi for Duplication 



of Materials - Selected handouts 



nngfii as task iixstructlons and \^rksheets must be dupli- 
cated for some of the 8esaion8\ : The masters of thepe hand- 
outs are contained in Appendix C.»^ A complete listf of all 
course materials is on page '18^' 
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\ Ac<xulre Mftterla lB and Kqutpmivnt - Well bofcno t ho ploqT^ln^ 

i the trainer wi 11 want, to ordei a »ufllciui\l luuiaKii of lUitiouLCo 

^ DOOK0 for participants and arranqe to boxiow, lont, ox pui - 

chasa tripods, flipchart paper, markers, and masking tape. 

The I^aource Bbok» should be ordered at least 4 wcoks 

I- > 



before the event from: 
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National Center for Alcohol F.ducat ion 
1601 Nortli Kent Street 
Arlington, Virginia 22209 
attention: Order Processing 
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Section II 



Session-by-Session Overview 



Tnt roductlon 

xThis section of the Trainer Manual deecribe^^ the training activities 
in narrative form, tirst for the entire course and then in session- 
by-session detail. Each session-by-afession overview is presented in 
thr^e parts r purpose, synopsis of activities , and remarks. The pur- 
pose states what the session is designed to accomplinh and how it 
relates to other sessions . The synopsis of activities describes 
what trainers and participants do to achieve, the purpose of the ses- 
sion, including use^of course materials. A complete list of course 
materials appears on page 18 and identifies each by session, title, 
location, .how used, a)nd how many ^handout copies to duplicate The 
lant part, remarks, contains speci^il comment^ on trainer preparation, 
guidelines for adaptation to special situations/ and in.sonye cases, 
alternative wa'ys to* conduct sess ion g^ctivi ties. 

Sequence and Flow of the Sessions 

Before reading the descriptions of the individual sessions, a word 
about the course designers' rationale for the choice and sequence 
of activities constituting the course design ifl^^in ord^r. 

It is anticipated that participants will come with a wide variety of 
feelings about and experience with women's treatment services/ / 
Session 1 in d^di^n^id to focus thojBie feelings and experienc?as in a 
oonstmctive way so that they l?eg«toe a pajrt of the. course learning 
activity. This is done through an irftroduction exercise in whidh 
participants are asked to share the personal experience and perspec- 
tive which isd them to see an "indicator" or need for change in 
^eSrtstitjig services Tor" women. The parti oipant-generj^d list is 
then integrated with a list of trends in the field .which the course 
.aasigners hav^ extralpolat^d fxm staUstlcs and expert opinion. The 
integcated list forms a picture of "where we are now" along with the 
outcome, of the final activity: a lisit .of barriers women face in 
enterihg^reatment, a list of barriers that may prevent agencies 



from i<M]|)(Mutincj io wuiikmi ' u no(.M!f;, aiui \Ur K'\\n\\^\i^r. p.n t iiipaiHM .n<* 
tltinkinq rtlx^iit mAk 1 ncj t inii>r(Wc» wonwMi ' fi !r<>a!n¥Mit MiMvir<^M, (<>inMr 
qoals and object ivoB and participants' oxjh^iM at i ons ol the c:uiii so 
axx) also laid out iu i^OBHiou 1 . 

Session b«qins with tlie tjeno! at 1 oi^ — by the ^jioup--of basic, qtMU^lc 
principlon whirls should \>i^ obserwd in all trorttniont hp rvl c^nM-- f'oi 
imui or wc)nv>n, In Inpatient or outpationt ntMtiiuiJ], and in iui.il or 

.urban connmuvl t 1 . Th<^ i>rlncipb»H arr (X)nHldorod undoi o i q!\t lu^:id - 
inqs : initial visit, assessn«nt, treatn^nt services , al toicaiu , pro- 
gram planning, staff issues, follow-up, and outreach--categorioB 
which are defined in ti\e Resource Book . With this list of generic 
yrinciples at hand, participants are then asked to l(X)k at the, fac- 
tors to \fp! considered in desiqninq treatnvent proqran\s for' women. 
By loviewinq what Iho v^art icTij>ants already know aln^ut nciund treat- 
ment principles, the trainer is eODle to lead them from the familiar 
to the unfamiliar. In the natural course of tliis activity it becomes 
clear that much of what^applies to women's needs applies also to men. 

\ <^ ' • 

In Session 1 the particip/Sints work with an Assessment Checklist which 
enables them to look at their o^n programs in light of the basic 
prii^CiVl^s of' qcx)d alcoholiam programming that they themselves have 

^ identified as well as fr^m t:he perspective of mee€l!ig women's needs 
presented dn Session 2. It is also essential to tlUs exercise that 
participants bri<ng vsrertain de^riptive information from their own 
agencies, in order to carry put the session activity. With the assess- 
ment activities of Session 3, participants begin a planning process 
wl]ich will CQUtinue for the remainder of the course. ^ 
». 

Itiis fhrocess is carried one step further in Session 4. Participants 
analyze the aspects of their own progr'ams that need improven^nt aYid ( 
set priorities ^^imong them using a^ set of guidelines contained in the 
course materials. The opening activity for Session 5 is to list or- 
ganizational barriers participants anticipate in Implementing the 
changes they are planning for their own agencies . The balance Qf 
the«^^ession i's designed to draw out — from the Resource Book ^ from 
the trainer, ^and from ^ther participants — ^a range of strategies for - 
taking action In overcoming those barriers back home. Session 6 
provides s^^miuiated practice in involving others in fu^h^r plaiwing 
and in^lementatiOn of in^profred alcoholism treatment services for 
women. The intention of thiS session is to help participants pre- 
pare to continue back home the work they beg«ufi^ during training. 



Sesaion 7 brings the participants full circle /that is back to the 
point of looking at training goals and obiectives and persoftaL 
expectations Which were laid out in SessiOTi 1. The activities 
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tfir.ir (Toain and f^xpoct nt i woit* nvM , 



Seaaton 1 r Introduction and Program Overview 

rmyc^no : 'HUm f i t St MOMMit)!! of ttalnliu) ptiujicun in i\ovo\oi\'[n 

"^4<Qll>iiu7 trainoTM and par I i r i j^ant m aiqua i iit od , in oidtM to <>jit ab • 

lisih a cliniaLe c:cMidut;ivc^ l.o wc|rkinc] mi a in oup . Hy coiiiplet in(| an 
^nst>uiitl^on_3^»«rBsnw Form, participants ostablish a baseline for 
assessing changes that occur in their perception of t^^e adequacy of 
women's treatment in their agency. Participants have an opportunity 
to cite the indicators for chanq^ that have helped motivate thorn to 
participate in the training program and their expectat ion?i--wtiat 
thny. hope to get out of the crourHO. Tho. trait\orfi then liave a cliance 
to explain wiiich of those expectations can be met and which cannot. 
Finally, participants receive a thorough orientation to bourse goals 
and objectives, content and sequence of activities, the ^^raining 
schedule, and training materials, so that they have a fairly clea>^ 
idea of what they will be doing and what ijB expected of them. 

Synopsis of Activities; After the ttaineus' brief opening coiimientR, 
participants conplete the Instruction Assessment Form. Thip activity 
is followed iij^mediately by. an introduction exercise. The ^master for 
duplicating the instruction Assessment Form begins on Page C-51; a 
full discussion of evaluation rationale and procedures is contained 
on pages C''45 to The Instructions for the Introduction Exer- 

cise is a handout which ,t^he trainer duplicates from the master on- 
page C-1, 

Participants form pairs to interview each other for th^ purpose of 
introducing each^other to the rest of th^ group ♦ When the activity 
is conpleted, all participants have been seen and heard and have ) / 
shared the ihd^catprs they see for the need to improve women's alco- ( 
holism treatment 8e:^vices and their expectations of the course. 
Itie indicators fiknd eypectations are listed on a flipbhart for futiire 
reJEerence. 



Hie next phase of Session 1 involves the rational^ and overview of 
the program. The traiVier leads the total group in, refining and 
categorising the list ^f indicators for change. Next, the partici- 
pants are referred to the Reaouroe Book , page 3, Indicators for 
ChAnge in Women's ;rreati[nBnt . 

Participants ccjwpare thci two lists (i.e,, the list of ^'Indicators" 
producad by the participants with the list from the Resource Book ) 
for differences and discrepancies. By this strategy, the participants 

• •• \ * . 



able t(i ;iUpplt>HKM)t tlit-ii cxiiitiiwi kiu >w 1 im^ic ,ib>ui( .iiiicnt t i cmuIm 
:\U'\ T i^-Jf'a ffh \sMtli(Mi< ,-1 l<itinMl ItM-tuit- .m t i»ct s ,u\il tiiiui«'!;. I'lnllu-i 
il .jctii t ht< ;!t a>|r Toi the ((Unsf i a I i i ni.i 1 (» : altlunKjh nui<-l\ i it i 11 
unknown about woim^n's t rcatn¥>nt , t ho (Svidonco sul»Htnutinl that 
current services «ro iuaiiequato, and onouqh data--*.y avni 1 ab 1 c .t t> 
beqi n inakinq i mproveiTWnt s . 

At tliiM point, tlu» t.iainoi >1 i st i i but .-m t rour-.r. Coal anrj (M>iootivoH 
(•uv,. p. r .') a»>d ;u-h«Mlul<» (m.m' i^. i - O an.l .I.-mot i In-;) t lut i v i t i t's ^ 
that will lH»lp t luM« aooonu)! i nil t hoae ub )<.'C t i Wfi . 

TogoUior Uio trainer and part icipants review the Hnt df oxpoctat^ons 
to dot.ei-mine whitslr^/will be mot and which will not based on the under- 
standinq of course act i vi t i en . The «ixpoctat i ouh -list ifj posted ft^ 
review n;3 pai t of the final nonfdon. - ^ 

^'inally, workinq|in three qroupTTpart. fcipantf^. di sense their Nurront 
thinkinq on the *eatment proqram chanq^s they anticipate nwKiAg l-o 
improve aervice to women, why women hav6 difficulty enterinq treat- 
ment, and why programs have had di f f icAlty^identi f^kng ^nd ineetinq 
womeil'fj needs, each qioup diHcu^3^. inq one ^^i-TSsihe . (/rovipa report the 1 
hiqhliqhtr. of t h.M r discqsgion and Invite comments from the other 

Re marks ; The trliner's primary preparation t^fsk for this session ie 
TThorouqh review of 'the course objectives ,and jactiv^ties in order 
to present the civerview and discuss the participants' expectations. 
The exact naturf of the openlTljy activities will depend oiTthe local 
situation. j \: ^ 

I ' 

Advance preparation will also include a roster of participants hnd 
a schedule. 'iTie sample schedule will need to be adjusted for speci- 
fic dates and times and adciition of special activities as planned 
by the trainer or dictated by the local situation. 

. * » 

^ Formation of sinal 1 qroupsas done most easily by havinq the paftici- 
pants count off. If t^ere are 20 participants in a group and each 
small group is to have four people, participants courf^ff turn: 
•1, 2, 3, 4, 5, 1, 2, 3, 4, 5 ,4an3 so on. participaV^ts who ^ 

counted'"!" form tSne group, tie participants who counted "2" fbrm 
•Another and so on. 

Group members^^ip is generally left to chanced However threej^uide-, 
lines are offered for train^ consideration: 

• As there are two people from each ageliidy represented*" ln-<f.he . 
group, they should probably join separate groups unless 
they are j»pecifically directed to worH in teams. - % 
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# ^^at t i (M pant M may (1<m i vi> nuM<> hniu>fit 1 i om Jraiiiliuj If ( lu»y 
hav<' c^ppcMtinnty to woik with as many i^l fM<>roiit propl(* 

aB possible . . 



•r Though none of the learning activities depend^^n a par- 
t I rwlai 90X rat 1 o, indies -and fomalos even ly di si r ibiited 
In the ninn\l qronpn wi J 1 rfMimire t hat both pernperM vor 
aM> n>prp»;<>nl otj in d i so\\r»M . 



Trainers may elect to use a different introductory exercise, such 
as t1io Nanwa Gaine , to open Session 1, In bhis activity, participants 
sit i(|i.a circle. The first participant gi^s her firl^t najne preceded 
by at\ aci ject i vty wli l<'li boglnn witli tlie saim3 fii st letter as her namt^ , 
e.c|., vloyfiil vj^nt^. Tlie serond |>art Icipant repeats the first partici- 
pant 'm i\aim* |iM cjiven (Jc^yfnl Jane)' aiui Mien gives Ills own^ e.g., 
Prautical Pet^r. The third participant repeats the first two and 
tlien addsphis or her naiiie , and so on around the circfe. 

Next, participants each receive a half sheet of flipchart paper and 
record tlie agency they represent, what tliey do there, indicators for 
change, and course exi:>ectations . As each participant presents ' this 
infc^muit'ion to tlie group, \ho trainer writes the indicators and ex- 
pectations on separate flipcharts. \ 

Another option trainers choose for Selbsion 1 is to prepare a 

•lecturette biised on Indicators for Change \h the Resource Book , 
categorizing the participant's listV*^ of -mSicators is eliminated, 
but the trainers can refer to trt^ list to illustrate points In the 
lecturette , 

SQBsion 2i Alcpholism Treatment from th^ Wc4ia^>'s Perspective 



Vur^o/e i"^ Thid^^MBsion establishes the important elements of women's 
tr0^d^*nt ^e^ices as derived from factors unique to women and women 
alcohol Icj^y /^Emphasis is on those characteristics that have the 
greiitest |n^Lication« for design of treatment services and that 8e<^m 
to b€^i|i^^rted by research. 



SynQpgifi^^g- Activities : This session starts With participants iden- 
tifyii||gi '^fe^ elements of alcoholism treatment. The participants 
Are asked tf<<*^^pcus\ on principles tJiat apply gene'rally, whether the 
.£^^ency is large or V^il# offers outpatient or detox services, or 
"W^ves rural or urbat^ communities. Participants then classify each 
Item under one of tw6^ headings) client perspective— i*tema that 
affect the client dirdctly — or treatment support — items that affect 
the client indirectly •\ Sample items for each list are contained 
on pages and C^B foV- trainer reference. 

\ ■■■ - , , 



n 2i 



Noxt , partiripnntn fvirthor qptu>qo^i 7.0 t lu> items on tho ivfo listn 
acx'orcUiiq tocMqht hon(iiiu7M: initial viMit., aMHOH.sTmM\t , trontinoiU 
MtM"vii'(Vs, aft(MiMM», pi()(n»^"^ plaiin^iui, ?;t'af f inMiuvi, follow up, «uh1 
ovilMMih, iMli-qiMy i-i JrClnr.l in t hi* K'p )\n » 'c Hoc^k on p.iM<' - 

rh(*:;(' i.'at (Mjoi i (^iJ will .ipj^c.n on tin* .^»;M<\^'.MHVMit ohcok i i st ^m(m1 i 
OHMion ^ to h(»lp paiMiiMpAiitM analy^no thoir nwu pro(]T amn . 



To arc^omj^llRh thin task, pa rt i r i i)at\t 51 work in four qroupfi . 'IVo 
catoqor i<?H , ono from cliGi\t porjq^rMMivo aiui oiu^ from (leat'imMH .sup- 
port, ai(> a-i.^nqiuni to r^xrh (fioup, ar; follow*;: <iioup l--inilial 
vi.sit and ontT(v\oh; ittmip J - asM(v;snuMi t aiut picnjiain planninq; qioup 
t 1 oat nwMit and .staff i.SMUrs; and qro\ip 4- -aflrrrarp a!id fcTllow-uii. 

Tho next ma jor -act i vi t Y is i^rosont at ion of the factorf^ about women 
and women alcohol icR that affect desiqn of treatment services. The 
traiiHM* iuak(»s a hrif^f presei\t at ion oullininq the ct)n3pol lat ion of 
ipoup.M to whioli an indi vidual i;lient may bolonq |.^i<?<* ^ diaqram on 
paqo C-h, (i Context foiMx^jokinq at Womon\:i<^(^K)l;i v-^) - ^ suyqested 
outline for this pros(Mi t at i oi\ is i-(^ntaii^od in>tb^^ ^^^_^J^ i^PJV.PALtiilL^. 
CardB on pages 30- ^9. ^ \ J' 

As an optional activity, especially jtf pi^t;icipart€^' ay^. ^ife^^vin,^ a 
variety of s}iecial populations, is tlo ask f or .|[K«4)les in each 
ciro-lo that are specific to tho ethnic or injlfAral qrov^p the^^\servo. 
As exampleij are iiuqqet^ted, the cotrainei records t l^om on a fl.ifjdhart 
under ethnic qroup headinqs. ^V\\\s activity requires extra tihie but 
it highlights the unique characteristics of special populatioiis . 



The trainer then refers participants to the Resource Book (pade 11) 
to look at "Fac^tors t-o Con^^ider in Desigi\inq Treatment Proqrai^ for 
Women.*' These . fauLc^rs arc arrmujod under 9ix headinqs: physical^ 
psychological, abSial , family, economic, and special populations. 
For each factor, suppor%i<ig re£erei\ces and treatment impl icationat 
are listed- ^ / 

Portions of the Factors docun^ent are assigned to small groups o^f 
participants to sununarlze, discuss, and present to the others. Pre- 
sentations are focused on three areas: a summary of factors Ifsted; 
a summary of the implications listed, plus any the group wishe^ to 
add; ahd a siunmary of how these inplications relate 'to the program 
categories (as.Sfressment , outreach, etc.). (See page C-7.) 

As the final activity in this session, the trainer makes an assign- 
ment designed to acquaint partici,pants with the Resource Book, 

Remarks: Trainer preparation for tfcis session involves 1) becoming 
thoroughly familiar with the points that introduce this session and 
link the various activities and 2) shaping the langviage to. fit his 
or her personal style. 

In some instances, it may be necessary to be more explicit about the 
flow of activities in Session '2 and their linkage to the adtivities 
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in Sossion K ()n(> way io do\Ac\ this relationship in by a dlaqram 
«iu:h an the toll(^win(|: 



Alcoho 1 i Hm 




Client 



RUi>ix>rt 



■+ 



Social 




Fnmi 1 Y 





Homon*0 Trentment 
AsBoanmnnt Ch«ckl i »t 



elements of sound alcoholism treatn^nt profride the foundation 
for designing a treatment program for women. Those elements are 
shc^d by the Factors to Consider irf I>e3igning Treatntent Programs 
for Women (introduced by the Context -and drawn from the Research 
^ and experience reported in the literature) a,nd translated into the 
Assessihmit Checklist. This diagram cOuld be presented after the 
program elements are established in Session 2, before the assign- 
ment is made at the end of session 2 or at the iotroduction to 
Session 3, 

Regarding presentation of session cfoals and objectives in Session 2 
and through^^t the course, *an optional method is to summarize them 
briefly on a fllpchart for reference during the oral presentation 
of goals and objectives at the beginning of each session, as is di- 
rected in the Session Outline Cards , Or, the traine:^ may chose to 
):efer participant* to the goal ah<^ objectives^handout distributed 
^ durihg l^essipn 1.1- 



Session 3t ^ Assessang Individual Programs 



Purpose : Participants now have the o'pp^Trtunity to take a first look 
at their programs not only from the perspective of meeting women's . 



needs but aljgo in light of the haaic principles ol qinnl nlcohullBin • 
piKjyi-i»"i«i'i^J that tlu^y 1 1i»-inn(M v<vm havo i.Vntlfiod. 

Synopyla of Actlvltlea ; The opeuing aqtkiyity invites feedback on 
the aaaignroent to read the introduction to Urn Resource Book and 
review one item of *heir choice from Sections II through V. In the 
course 6f their purposeful review of th^ Resource Book the partici- 
pants may also encounter features of interest that Uiey are invited 
to share with Uieir colleagues. The orientation to the Resource 
Book prepares them for Session 5, when they will be developing stat- 
egies to' overcome »baifi:iers to change. ^ 

The trainer then refers- participants to tehe Women's Treatment Ser- 
vices Assessment Checklist in the Resouf^ce Book (page 29) and ex- 
plains its rel^ionship to their work in Session 2. Participants 
work in agency teams to assess their own programs. To complete the 
session, teams exchange checklists to determine patterns of differ- 
ence and similarity in their responses. ^ 

Remarks ; The Asse&sw^nt Checklist appears iX the Resource Book but 
' it is suggested that duplicate copies be made> for participants so 
that they will have a bj^iink copy to reproduce for additional assess- 
ments of their program after training (see page C-9) . 

if only one pe*rson has come from an agency, that person should work 
on the Assessinent Checklist alone, as he or she is the only one who 
can a'nsWer the questions in terms of that agency- 

The preprogram information sent to participant's requested that they 
bring program descriptions, grant proposals, aid other materials that 
contain client data, agency goals and philosophy, and the like, for 
reference during training. This information will be particularly 
ttelpful to teams who are not yet treating women as they will be able 
to begin working on some of the issues raised by questions in the 
program planning category. 

The Session Outline Cards contain a note at the end of Session 2 re- 
minding participants to bring these materials to Seagion 3. 



Session 4; Selecting Priorities for Change 

Purpose i A structure .is provided to enable participants to analyze 
program! categories that' show need for improvement and select severfil 
to fltartt work on right away. 

Svnop8i4 of Activities ; Continuing to work in teams, participants re 
ceive copies of a Women's Treatment Services Analysl^s Worksheet to 
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cj\ilde analyflis of selected catoqoi ioM (*u>o ReMcuitt-r Modk, 

pnqe S9) . A completed copy in provided afl ft model p^u]<^ r>l). 

Specific actions in each program category are then transferred to 
copies of the Priority Selection Guidelines for a feasibility rank- 
ing (see Resource Book , page ()3) . A complet eti tx^py of t hi « for m is 
alH^ provided on page 6^^ to serve as a model. The blank np^ren In 
the first colunui may be used for additional iju i dt^ 1 i iu\^^ ms .siujqtvd <h1 
by the trainers or participants. 

Remarks: The Worksheet and Guidelines appear in the Resource Book , 
but copies will have to be duplicated as participants will need more 
than one' copy of each. Also this preserves their Resource Book 
copies for future use. (See pages C~39 and C-41 for nuister copies.) 

Complete di\rections for the use of the Analysis Worksheet are on 
pages 72 and 73 of the Seesion Outline Cards . Directions for the 
Priority Selection Guidlines are on pages 76-78,. 



Se ssion 5; Strategies to Over come Barriers 

Purpose t One outcome of the program category analysis of Session 4 
was a listing of barriers that participants anticipate needing to 
overcome before their proposed change can be implemented. In this 
session, they draw on the Re a our ce Book and the experience of the 
trainers and other participants to develop a range of strategies 
from which to select when they begin to take action back home- 

Synopsis of Activities ; Working on the assumption that obstacles 
will fall into several general categories no matter what particular 
action they are obstructing, the first activity is to list and cate- 
gorize the obstacles that teeuns have identified, Tlie anticipated 
categories are funding, attitudes, resistance to change, community 
relations, interagency relations, and intraagency organization. 

PiiCticipants theft group themselves according to the category they 
are most interested in working on. Each small group reports its 
strategies list to the others so that all participants have a range 
of strategies for a number of situations. 

In closing^ participants are asked to think about which group (e.g., 
board of directors) or individual they may need to enlist in further 
planning and implementation to in^prove women's Ibreatment services. 
In Session 6, participants will plan how they will approach a selec- 
ted gro^p or individual and then simulate that approach and receive 
feedback from trainers and other participants. ) 

Remarks t If the training is being conducteS in a residential setting 
the trainer has the option of giving instructions for Session 6 at 
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th.' ond o( Se^.sion ho that pn it i c- ir-inl m cmm p,*m'.t«> '^^''-In., iho 

ovoninq. in a nonr.>M nient la I p, cn,ia.n, I li i m 1 not p.a.tu..!. (: 

page C-43 for a master copy oi LdtiK iiusL i ucl iom.) . ) 

Se s 9jx?n 0: I vo 1 v i n Oll^j^J a 

PurpoBO- This sOHsion is dosiquod to ontablish t ho linkaqo bclw^^.n 
^thTFT^Mning begun durinq traininq and what they wi 1 1 * ' ^\ 
do back home. Participants prepare to invoAvo Meleoled tndtv dual, 
or groups in further planning and eventual i>Kf)l«mentation of improved 
alcoholism treatment services for women. 

Synopsis of Activities: Participants list the types of groups or 
i^Hwri^i^TTl^r^^ noodinq to involve. If the list exceeds 

five try to organize them under larger headings or ask the group to 
rank'the top fiv^. Assuming a total group of 20, the ideo is to 
arrange participants' in gryups of 4 persons each. There 
roles for delivering the p^-esentations : one stage manager, two pre-^ 
sentors, and one moderator. 

Task instructions foV Simulated Approach (maBtor in Appendix C) 
outlines/the t^lBk and informs participants about the tact orn 
on which they will receive feedback about their presentations. 

Pemarks: The task instructions must be duplicated for distribution 
(see pages C-43 and C-44) . Another preparation task may be to col 
lect materials or equipment in addition to that already in use in j 
use in ti-ainii^g (flipchart paper and markers) that can be used to ^ 
enhance a presentation. 

If the total number of participants is not divisible by four, one 
qroup' of two or three can manage a presentation by doubling up on 
the stage manager /moderator roles and/or having only one presenter. 

More time for the presentations can^^be obtained ^y/^^^"^/^^^ J . _ . 
groups and distributing the task instructions at the end of Session 5 . 
so that participants oan prepare the evening before, or Session 7 
can be moved to the afternoon. (See the sample schedule on page C-3. 

Sess ion 7; Conc lusion 

PurpoSQ : this session provides a formal closure to trairiing activities 
and provides time for course evaluation. 

Synopsis of Activities : Using the training goal and objectives on 

a flipchart, the trainer summarizes the learning activities and otheri* 

events of the wfeek in terms of the objectives. This^^ presentation is 

26 
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similar to the ch)Ui se oveiview t)l Soyaioti I, excei.>t that it is after 
th<* f nrt . Tho t miner then loadn tho part-.i pnnt n th^tniqh n r<>viow 
of iho expertatloiis listed in Sesnloti 1 to i^etennit^-^ vJiPthor or not 
the onos that could be met were. 

Rvftluatlon activities ire conducted as described in the Seapion 



Outline Cards , Certificates are awarded accorfling to local custom. 
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Evaluation Forms and Procedures 
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TMiC-4 5 

Instruction Assessment Form. TM:C-bl 
Instructions for 1 nt i oduct io!i Kxorciso TM:C'-1 



Participant Roster (prepared on site) 

Indicators for Change in Women's 
Treatment 

Goal and Objectives 

Sample Schedule (prepared on site) 

.Sample Items for Client Perspective 
and Treatment Supt>prt 

Definitions of Program Categories 

A Context for Looking at Women 
Alcoholics 

Factprs to Consider in Designing 
Tv^atment Programs Women 

Instructions for Small Group Task 

Women's Treatment Services 
Assessment Checklist 

Woman's Treatment Services 
Analysis Worksheet (blank) 

Women's Treatment Services Analysis 
Worksheet (complete^ saonple) 

Priority Selection Guidelines (blank) 

Priority Selection Guidelines 
(completed sample) 

Task Instructions for Siinulated . 
Approach 

Instruction Assessment Fo^m 
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TM:C-2 
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RB:9 
TM:C-6 

RB:11 

TM:C-7 

RB:29 & , 
TM:C-9 

RB:59 & 
TM:C-39 

RB:61 



RB:6-3 & 
TM:C-41 
RB:65 



Nximbor c 
Typo of i^oi^it^s 1 
Mat <M la 1 X>ai I ic 

Trainer 
Ref erenba 
Handout 1 

Handout 1 

Handout 1 

Participant 
Reference 

Handout 1 

Trainer 1 
Reference 
Trainer 
Reference 

Participant 
Reference 
Trainer 
Reference 

Participant 
Reference 

Handout 1 

Participant 1 

Reference 

and Handout f 

Participant' 3 

Reference 

and Handout 

Participant 

Reference 

Part . Reference 1 
and Handout 
Participant > 
Reference 



TM:C-43 Handout 



Postcoursel Debriefing Foirm 



TM:C-51 
TM:C-59 



Handout 
Handoiit ^ 
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Section III 



Organization of 
Session Outline Cards 



The Sesalon Outline Cards specify for each session the goals and 
objectives; the sequence of activities; the materiaia, equipment, 
time required, and room arrantjements; and step-by-step instructions 
for conducting each activity. Each card is numbered and the table 
of contents at the beginning simplifies location of specific sessions. 

Th^ cards follow the seune sequence and format for each session. The 
first specifies the session goals and objectives. '\- /? 

r . 



Session Pbfposes 



Ihi »m4 thli UM p«r|t<lp4A|| Mill %* tVtl l«r 

olll «It«k •kMt l»IM«*tv«t 

• Up»tln tM ••llo^U tot lha r«»r«« 



The second card gives an overview of the ti;-aining sequence, Including 
suggested time periods for each activity and the estimatedHiotal 
session time. 



Session Sequence Overview 

III Wwn Ar» U» t|MM<t ••"Vl«0 

Ut«1 Kwi 3 hMn 
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SllbHt'Murnt cai iIm iitilicatn \ \\o inrthoilu, \n,i t ri \ a 1 :? , rc pj \ ] >inrMt , MUil loom 
n it'JiTVifMUfMif f<^i t ho Nf^HTJlon. Tho i t cMt\s liMt(Mi \\i\il<M mat<Mi.^lfi uuiy 

hilMiTyvAM, tlrtllUM 1 O I <M <M\l'(Vi ; Ol ] Ml t I I J I Ml\t 1 r 1 c M I M U ' ( ' : , . I! tlir i t 4 

Lhescy, It I ho i loin ih a I » a i nm oi pai t i piint i«aIoiumcu, t Iu: 

local liMi of th«t item im in ♦m\1 hosiv-i . In t t^xampW^ hr^low, all 

iteiUB are !>andoutn. The lU^jioiuco ^ook in wol lopioduced, howoviM , 
but Tm oiilcMinl i\h<Md \n mulliplp rt^ph'?.. 



The loiuainiTKj caxda <jivo tipec:ilic i juil i iu:l .LOJ\t^ on how to conduct, the 
traiinncj acitivltlos. hlstimated t linoM for activities appear in 
paronthoses. ^ 
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The outlined text guides the trainer in what to do and wh^it ^o say in 

chronologi<5ai order. The words to participants are suggestions, not 

verbatim instructions. Trainers are e^icouraged to make their^ remarks 

in their own style, adding examples an<k drawing on their own experi- 
ence where appropriate. 

In certain places, information is included for the trainer's use only 

This "trainer only" informat^ion is indicated by the word "NOTE." 
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Training Considerations 
and Technjtiues 
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TKAININC; (X)NSlI)r.KATI()N:; ANn TKtMIN lOHKS : 
REFI^SHER MATEKTAl. 



\ 



The ultimate MUcceeH of nny training ]>iocjrciin, roqaidh^Mjj of' how caiotuiiy 
dosiqnod, is relatoci to the trninor'.n rikill in dol ivory. For thatyro.iMoh, 
thin apfXMuUx ptOHGnt.H a, brief roviow of trnintnc] know-how to mnximi'/.o- 
the ef f ectlvenoQQ of these materials. Topics include: 

• The Adult Trainee ^ 

• The Trainer's Rolo ^ 

• Thp Traininq Team. ^ 

• Groups and How They BeJ\Ave 



• Instructional Methods 



• Use of Audiovisual M0t3ia 



ri^ave 



The Information represents the wisdom of eiij^jrienced trainers who have par 
ticipated ir> countless training programs. It can pro^^ide aNjseful, quick 
review for those already experienced in gro^p leadership and it can serve 
as a helpful beginning for thocie who are just getting started in training. 



The Adult Trainee 



Wno attenf 



Adults Who attend training programs are usua'lft^ seeking very specific job- 
related skills or knowledge. In general, trainees are: 

. • Tridependent - 
Experienced ^ 

# Problem-ceWterpd 

• ♦*Now" oriented ^ 

' - ( 

Adult leamererhave to feel that the learning is releyiunt to their needs 
before they are willing to accejp/t it. Fjpr this rea»oA,. effective traifflng 
has to be: • 



I, 



< 
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the pnrticlpai^t/ u ex|)ei iencen ) . 

• Problom-centei^ed (Icarnimj cont.ory on lee^rner«' neoda and \ 
problems, not t>n "lovoiiiur* Mub^Mtfi). f 

• rmimHUatit \n application (loarnhui mu ho put. iiUi. ,vti<>n 
c\i ! ort ly) . J 

This training package is designed to providej '^part icipatory" .learning 
experiences through which parti cipants relate new Infonnat.ion to their 
expei iei^COi:^ aiul lu^edB , 

Ah tho leader of adult loarnern, the trainer is responsible fc^ creating 
tiie kind of open learning environnH^nt that enabltjs participants to share 
their experiences and individual expertise with oVher participants. 



V 



The Trainer's Role 



>r of ditTerenl , and sometimes highly individualistic. 



Trainers use a numbei .— — - . . 

approaches to conducting training aossions and meeting the needs of the 
adult learner. Aa a general rule, however, skilled trainers Start by. 
putting par ticipants at ease , prawing people out during the first session 
with questions about themselves and ^out their expectations for the course 
allows participantq, to get to know each other and give guidelines about 
thfeir needs. Thi^ approach also initiates involvement by participants. 
The physical envi Jonment. also helps set the atmosphere for participant in 
volvemenC Arranging the seating in a ci^rcle oj around a large table is 
/conducive to informal exchange amqng attendeW< rather U»an exohangea 
only between participants and i^e; eH4lcussion leader. 

AS a second task, experienced ^k^D^rs usually set the group rules by be- 
ginning each session with a cldMf;atement of the topic, the activities 
to be included, and the leamin^l^^ectives. After infopiation is pre- 
8ent,ed, the facilitator initiates discussion , jif peopjfe are reluctant 
to speak first, the group leader often volunteers a comment, contiributes 
information, or breaks the topic dipwn into more specific questions. 

The trainer sometimes mlpt provide information to give the group some 
-basis for learning and discussion. There also are times to seek infprma- 
tionf This may require calling on participants with special knowledge 
37Txperience or bringing in an expert on the subject. Sometimes a par- 
ticipant can be asked tp'^jok up information and report back to the /^ronp. 
Other trainer xjesiKJnsibili^es include keeping thevdiscysslon on ^he sub- 
jectV nd makiny'sure tt^learning activities stay dh schedule. 

Ma king a brief summary after learning at:tivitles and at the end of a^^§.ssig 
serves as a'logic«^l end to the aotivity and alsb gives leathers a road 
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m«p to Vol low as they Bort out whoro Uu?y «rt> qoiiuj and whuru t hoy havo 



b«<»n 



rnrt-ylnq out thono t.'^nk.n, it 1m ImpoK.uu foi ti.iiM,-. t 
jspect people's feel.inqn. 
Avoid aeeming to pass judgnient . 

Make positive comments and yive posit. ive feotiI)ack, 

Be awarp of and caiuUd about personal biases. 

Avoid pretending to bo an authority on subjects he or she 
doesn * t know - thoroughly - 

Be frank about his or hor personal Vtyle of group leadersMp. 



The Training Team 



personal i^tyle of group leadersMi 



It is suggested that this program be run by al least two trainers , one 
female and one male. _ The rnqpt obvious advantage is in sharing the work 
df preparation and delivery and the ongoing responsibility to keep the 
program moving. Cprollary advantages accrue "t^ both trainers and 
participants: 



1. 



3. 



Two (or more) trainers increase the rari^ge of experience and 
knowledge availat(le to participants during the training \ 
sessions. One trainer may have more training experience, \ 
the other more content experience. | 

Two trainera#can give 'more time to participants in observhig 
group activities and answering individual' questions. Parti- 
cipants may relate, more easily to on^ tjrainer, than the other 
Two tifaihers provide participants a chojqe in seeking he\g^ , 

Having more 1;han one trainer jpr^videfe variety in presentation. 
A different face, different tone of'\voide,'a different style 
varies thf 'pace\"t)f 9 training progrAn. ^ 

.4. Kith more than dne trainer, complementary roles can be filled. 
* For, exanjple , wh|le one trainer is conductlpg a session, the 
■ ' ^ . other can alert for participant difficulties and bring them 
t^the presenting trainer's attention qr respond to them at the 
appropriate time. A second trainer can contribute to a lagging 
diikjusaion with a question or an observation. ^,A second trainer* 
einXB^rnmarire a discussion or handle unexpected events. 
J . \ ^ ■ J ' • 

This lisji^dofes* not exhaust the possible benefits of team training* For 
any ben«fit« to be realised, however, the team roust plan carefully, make 
role ejQJ^tations explicit, and recognize and take advantage of e^ch 
other ' • strengths and weaknei^es . 
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Ki.C, tlHM.. n.MMh; to 1h« .« .l.-.u-vnt ,1,- 1 i no., t . on wh.|V.-k^l > vrM n what 
,nnt.Mi«lM niul .^ynotly Ihav >mu-l, o.Snt <M,t t !,.< i 144! i v i (hin 1 J. r.'wn.t at 1 ouh will 
,.„, onuMs;-;. HoMun.l.u.. y an-i a 1 a. K ot . . >oi .1 , ,,aLion n. snbir. t mall.-. 

l,K.-lY wnUonl Uu:. a-,s,.,.nmn. >■! ,1 i i ' i . i n t ...n.n 

n»,Muboi., who aic not "p.-i 1 oun nu)" shoul.i , 11 h.- oh.;.-, v , n., . Thr I, an..-, 
who ha... ..ot ntton.l.Ml «oss.o„M otlu<. t h.M, his o, h.<r own pt t a t i ons .nay 
oncroach upon area;^ that havo al.rady bo.Mi rovcMod by otlmtM o, ...iHH pon.tM 
l.fouciht uy .iarli.M- that ccMild intrqrfltr t hn l*^/i. ninq oxpGnienco o." add 
on^'hasiM. INm i od \ o dohj i tM i .u)m loi t .<am .»,MnbtM\s assist in' ooo! d i nal i .'i^ >» 
it ,.;„•( pia.ti.al to. Ih,< wholes t,-ain to h,. pi .•;\,<nt loi .-aCh srsNion- 



c;.v<.) u^' B n . ul^l loj^_'l'] icy Hohavr 

Ono of th<- "trirks" to belnq a.i nffoctive trainer is in understanding how 
(„oups wo.k. Th.^ siHHVssrul faoilitato. knows what. loro,<s mako proplo 
and q.onps art a;-, t h.<y do and us.<s t h.<s,< .lynam.us to li.Oi. .|uid,< t lu< l.<ar..- 
i nq oxpor i enoo . 

•IVo i..aj(.)r factors, shape tho behavior of .iK^st groups. First, participants^ 
hav(« to decide, "Do T really want to learn tjiis from ybu?" As they .nake ^ >• 
this deriRion, participan^B tend to "tei^t" the trainer to decide whether 
they* can ac:cepL his or her leadership.' -So.neti..ieH acceptance is achieved 
shortly aftei the start of the nes'sion; \M other t i .nes U may take longer. 
A.iothet aspect ot acceptance requires that t hr pa r t i o i pa.it h dec-ide to learn 
what is being presented. The par t i cipantVi liave to anal/ze and, i.. a very 
real sense, agree to learn what the trainer offers. To Uuard agai.iat 
'"acceptance problems, the trainer should: \ \ 



• Be thorouglily jirepared for the pressentation . 

• tjako sure the 'l|)gistii-s run s.ii(xmi|y. 

• Be frank ^ut what' he, or sh.« know!^ and does not ^now. 

• Clarify participant expectations a\ the very begiiMiing of the 
graining program. , j 



• Con\pare these expectfjtlons with thi training objej 

• Highlight what will ^arH will not ble' covered. 

• . qiscuss how unmet e.9cpectations cai( be handled 
If there is a problem, som0 . tell- tale sighs incllMe': 

Yawning. 

Fidgeting. V ,^ 

/ . ' ■/ 

Privat^ converjations among payticxpants . • / v 
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• guPHtlonlnq of the contmit ^n] Idi q 

When such problems arise, Uie trainer must deal witti.tiie Issues openly to 
avoid bigger problems. He or she cam 

• Reveal whnt in happening in tetms of qrou^ ptvJcess . 

• Ask the grov»p,what can be done to satisfy Uiair n©©d« , 

• Meet separately at a coffee break with discontented pfeople and 
deal personally with their concerns. 

The second dynamic which shapes group behavior is the need for each indivi- 
dual to locate himself witliin the structure of the group. This force is 
most obvious at the beginning of a training event when participants typi- 
cally explore how tot 

w 

• Fit into the ^roup . 

• Establish thetnselves as important members of the group. 

• (Suai^d their vulnerabilities. 

• Get «;ttentlon and recognition. 



The need for group recognition and membership often leads to behavior pattern 
that may Interfere with learning. T;rainers, therefore, need to be on the 
alert for the following "types": 

• Recognition Seeker (constantly calls attention to himself or 
herself). / , 

• Conversationalist (brij^s up of f-the-subject , and often person- 
al, anecdotes). ♦ 

• Silent Partner (sits quietly, df^ dreams, yid does not partici- 
pate). ^ ^ 

• Sophisticate (assumes bored, know-it-all attitude). 

« 

• Moralizer (advocates judgmental points of view based on 
personal convictions)* 

• Cpnservftltive (convinctsd that status quo does not need changing)- 

: ■ ' 

• Aggressor (attacks other attendees rather than their ideas). 

• Theorizpr (talks iir abstr^igt tsrms that often are unrelated 
' to the discussion) . i 



• H.itiuunHMf (»H.li»>v.>H only in luql. j.ul i o j.-. t s ,'ny>t umki 1 

• Thinker (apixwn to pay atlontloM bv.l doon not ,vn r t i ipnt . 

U«cocjniz.l.u, that lho»o ly,>o» of behavior .u . pn.non.l w.yn of j^;; '^'/J!; 

tbe Ht.ai.u, of rutin. Into . now .roup r.. h«lp . I;"^ ; ' i n 

U<.„,HMt(ul, t^,ctful t..>at.nont may intrcn-.to t ho jMoblom , nd I v b i nt o 

tJc,,oup «nd .u..ut.raiizc any dlniuption. Ko.v in mind what undeMnvj^h. 
behavior and try to Veapond to that noed. Thim, tiy slowly to dxaw .uTl 
tl^e silent person without making him or her iH^re sol f-connclouB , yivo ^ 
so,ne recognition to the types who try to dominate a discuBHlon but bo oure 
that others have equal opportuni t ioB to partlcipnto. To cut nhort the 
offMhe-subjprt remark tartfuUy, n^k thone with an intorent in the tot^lc 

not togothcr at the next c-offoe br^>ak . .SouK^t imon the qn.up oan help. 
For example, ask "What shall we do alTout keeping on schevU.le when so ..«ny 
people want to discuss this issue?" The group members UBunlly deal very 
effectively wifh the gituatlob. 

There is no simple technique for handling at tentlon-«eek Ing t^«»^«ylor in 
groups. A good tral ner- approaches each Individual as a new problem, keep- 
inci in mind a few general 'rulen: X 

• Deal with tAie disruption j if not handled immediately, it 
will just appear again, often as a bigg«r problem. 

• Remember that you are the grov^ leader and that challenges, 
to that role should be met head-on. 

. Keep in mind that your responsibility is to the whole group; 
V no single individual should be allowed to disrupt the planned , 
learning experiences. 



Instructional Methods 

To achieve its objectives, this training program uses an assortment of meth- 
ods c^mpltible >?ith the basic principles of adult learning. The following 
is a discussion of the^ore frequently used methods. 

Discussion - GrQup discussion, one of the most frequently used techniques 
in t^^^inin g sessions, is generally initiated by the ^^^-^'^ ^^estion or 
by information given in presentations, overhead tran^arencies , t?r reading 
niterial. The participants then contribute sxmO^ "^'T ^ ^^{us^te 
Zl anecdotes from their own exi>»,riences in order to expand and 
some of th. pointB made in the se.^on. Some of the 

striking, first-hand accounts from those who have dealt with diffei^nt 
sUuat^o^s. Other co^nents and suggestions will not be effective c6ntri- 
butions, but tne diversity will bring the subject to life and make the 
sessions personal and meaningful. 
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»l80U88iqf) is not ju«t a rnmblincT, fornilontJ rcnworsation thnt )\inip« f»om 
oplf to topic, h\\\ \i\ fc)t'UM<Hl cU r(>c't t o a npovific topic. Thc^ job 

»f the fai'i 1 .1 1 aloi i li tu rn.viUi that {\\v aiiiciuu, luui i tima i ns irli^vanl aiui 
hat i:<^ipl)J i iiy lo mini ml zed, 

>or8onal experiences can be valunlxlo contiributloos to cUHCuysion, but some 
>artic.ipnntB may be tempted to unc the di f^r\in5ii on a? ^ ronfonnlonal - Voi y 
llfficult, emotionally charqed^isltuat Ions that have 1 itt le ^oarninq valuY^ 
;an develt)p. Aim at achioviiui halanood par t i <Mpat i (M) f lor?) t:ho cfroup . Ju)mr 
>eople may want to "say their pic^oo," but oftrn othorn i n M he qroup are 
lot interested Iti ^uch ai^echofl unlivsM thtjy relate direotjiy to the yubjoct. 

As a diacuosion leader ^ it pays to be aware of body languk cL, both your 
ywn and that of the participants. For example, the trainj^rrcan use gestures 
to keep the flow of conversation qoii^. PoiiU.inq to an i|ndlivldual who has 
something to say is perfectly polite in tJiis context, So^ is\a hand signal 
encouraging someone to continue or eiaboiiate • Th^i directjion of the trainer's 
attention itself is a powerful signal. As long as the J^eaderl is looking at 
someone, he or she will be encouraged to continue; just lookir>g away or at 
somepne else may cut the' flow of speech, 

A trainer's ability to ask good questions is the most useful tool for bring- 
ing discussions to life and- kocpiiig them focused on relevant topics. A 
probing question arrests the attention of Uie adult learner and permits 
the participant to be self-directed in finding an answer, to draw on his 
own experience, and to focus on an issue, not ^n answer. Incisive questions 
also cast the trAiner in the role of a peer seeking answers, thus establish-- 
ing a productive trainer- trainee relationship, . 

A few simple tips can help a trainer ask the kinds of q 
to fruitful jind purj-^oseful discussion: 



stjons that lead 



i^st J 



ABk^-^xii^eations that start with "how", or "why" rather thah 
'*what !|.8." .These questions will encourage the development 
of th^Uearner's analytical skills. They do not bypass 
needeja information. They make learners apply what tliey know 
and <^|»|over what they still need to find out. 

Ask 4^itiprt$ that spark controversy and force people to 
di8a§i||e..A%VfcJi questions serve to broaden njinds and dispel 
the llllipibn t^xal^ everything is black or white. 

Ask open-^et\ded questions that have more than one right answer 
and are likely to elicit moire than one re^sponse. For example j 
it«irt witjh "In what way...?" or "For what reasons...?" These 
kinds of jquestionS foster a mind- set that is, open to the 
nuances required to understand the complexity of most tbpids. 

Don*t put people on the sjpot with such questions as "What is. 
the chemical formula for...?" or "Does anyone understand...?" 
An Inability to answer the first question or an honest no 
answer tc the secb^id would make someone fe^l stupid. 



I 
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Writtf-n Kxi^rciMon - Kkotc Ikoh calllnq tot wiittoii roai^:>""t'r, nl 
kindH 'nio ofion UHod t .;timulat.. t h«« prt t t i r i p<^n t m to (onmil.itr raiulu- 

dividuals seem Lo ieaiu b.^tLoi by wiitiiuj Ih.ui by 1 i s t ..n i n<i , t.ilkii.M, 
or roadinq. The written exorciHoa used in thin program provide oppor- 
tunity for tho participantH working in toama to apply th«^ contf^nt and 
concepts of training to thoir own agcnry rrobloms in a systomatic way. ^ 
•rtiia activity provides practice in a real situation and ofton reveals 
in \hv paiticipantr, aioaM ot difficulty nx miaunder nt andi ng that c<\n be 
lemedied wliile still in the training progianu, ix. not let the p<»r t i c i p.uU s 
become bogged down in tho aetaMs of the exeTTine to the extent that 
they waste time or lose interest. 

nrainnt.ormina - Calling on all members of a group to 6ontribute ideas 
and suggestions guickly and randomly is termed brainHtorming , a technique 
which quickly elicits input from a numl^er of i)ecrple and provides many 
different perspectives. In a brainstormi^ig session, tho trainer calls 
on the group member*? to presei^t any ideas they may have in rapid suc- 
cession and vAUiout contemplating them carefully. The suggestions are 
listed so that everyone can see them; usually on a chalkboard, flipchart, 
or overhead projector. Items are listed as they come from the group. No 
attempt is made to cull the ideas for relevancy, redundancy, or appropri- 
ateness. Kach contribution is written down initially, and the group goes 
back later to consider which apply and which should be discarded. This 
activity can be very creative since the ideas of one person often help 
stimulate the thinking of others. 

small Gr6up Work - The plans for some sessions suggest that the aprtici- 
pants break up into small groups to work on specific problems and report 
back to the large group. The participants can make their own groups or 
the trainer can make assignments. It is useful, however, to have a 
variety of backgrounds represented in the composition of each unit. (See 
Section II for gifoup formation suggestions specific to this program.) 

Some trainer||jfeel that allowing groups to remain stable throughout the 
workshop or training prpgram allows each to develop as a working unit; 
others feel that it is better to encourage more diverse interactions 
by forming new groups for each session. If strong divisiven^ss seems to 
be developing in a group or if » particular group is becoming a separate 
unit that might be difficult to lead, the trainer will probably want 
to reconstruct the groups for the following session. 

Each group needs a recorder if a report is to be made. The trainer may 
either assign recorders when each group is formed or allow each to choose 
Its own. It is a good idea in either case to have different individuals 
act as recorders in, different sessions. 

During small group activities the trainer circulates among groups to 
answer any questions, m^ike sure that all the participants understand the 
' activity, and ensure that the groups are on t^ourse in their discussions. 
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End- the sessions early enouyh Lo allow {nifflci(jnl t.inu^ lor lol'low-up 
discussions involvjiiq tlH> whc^lt^ qtcn\p. 



# Begin the follow-up with iho roptu t s (^f t ronr 1 n;; i 
by each teJ^im. 

• Follow #ach report by a brV>f discussion and question period, but 
reserve the major portion of discussioii t h\\c so that all thv con- 
clusions can be trontpd tot^ottior in ccnUi^xt , 



U§e of Audioviaual Media 

The expert use of transparencies , .filmstrips , and other audiovisual media 
contributes immeasurably to any traininy event.. Attention ia focused 
on ke^ issues, ma joiP^ i^rinciples ar<^ hiqhl iqhl od, and difficult concopts 
are expertly presented. Careful integration of audiovisual matorials with 
the cont^Bnt will quicken the pace ot thf* presentation and enliven the train- 
ing even*. On the other hand, audiqvisual materials can seriously disrupt 
a presentation if the trainer is inej^t in the use of the equipment. Fum- 
bling with transparencies that are out of sequence, searching for an ex- 
tension cord, fiddling with the projector, or having a fllmstrip out of 
synchroi)^ation with the souhd track are problems that inevitably will 
plAgue tl^e ill-prepared trainer. As a result, the paco of the session lags 
^md the group's interest wanes. 

The equipikiant is basically simple to operate. With cAreful set up and a 
brief practice period before the st^rt of a session, it will function 
smoot;^hly and fit into the presentation without a break in the continuity. 
Th» following sections explain the operation of the audiovisual equipment 
needed for presentation of these tr^alninq materials and give tips on 
effective Use* , 

Fllfioharts - Flipchart paper and tripods (see Figure 1) may be purchased 
at art stores, office supply stores, or^ university bookstores. Tl\e local 
school may alSQ be Hble to provide or tell you where to obtain such equip- 
ment. If standard tripods ^jnd flipchart paper are not available, they 
may be iirtf)rovised using large sheets of newsprint (at least 27 x 34 inches) 
of the type 'used for painting in kindergarten- The newsprint can be taped 
to thfl wall or to a movable chalkboard." ^ 

The advantages ^"flipcharts are that they require no technical knowledge 
to operate and they can be displayed in the training area for continuous 
reference throughout a sessibn. Two important things to remember about 
Ufing fli)^0h>fcrt8 are: 1) write large and legibly, and 2) keep the informa- 
tion preeentech brief , using key .words or short phrases rather than con¥)lete 
sentenoee* 




Magking tupc iq^i-ocommondod for attaohliuj f llj>chArt pnpor \a wfiUn 
th« paint oi lAantor- Ifi ^onn likoly to ho romovorl whon Mm t npe 1h 

{MlllOtl off. 



xires 1. Flipchart and tripod 




nllkr< 



The Overhead Projector - The overhead projector (see Figure 2) enllirges 
in»ag«is printed on transparent; aoetate sheets ^md projects them on a 
screen. It is used with the trainer facing the. group so that eye con- 
tact with the participjihts can be maintained. Since the room does not 
have to be darkened to use an overhead projector, the Ipgistics are 
simplified. 

Overhead transparencies are not necessary to this training program. How- 
ever, a trainer who has access to an overhead projector and screen and 
who feels comfdrtable using this type of audiovisual equipment may choose 
to convert ^ome of the information presented on f lipcharts to transparen- 
cies for an overhead projector. 
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Figura 2. Overhead projector 



1 . Lflni 

2. Mirror for Plcturt Tilt Adjuitmtnt 

3. Focut Knob 

4. St«o» 

5. Uimp Ctting 

6. Off Fan Lamp Switcti 




To operate, set up the projector and screen as Illustrated in Figure 3. 
-Figure 3. Proper placement of overhead projector 



1. Proltctof 

2. lf%\rm 

3. Participants 

4. Screen 
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Place a transparency on the stage so that you can read it as you tetc^xth^^ 
group. Turn cm the light, and focus by turning the knob. Tiltingfthe 
head of ^the machine with the tilt knob raises or lowers the beam cjf light. 



'llu) (iial aiK/o (lom t ho Mcrnon t>T mi mom t ho «n /.n of t h<> iinaqo nron, Ail jiiMt 
It. niU i 1 t h<* lit|l\t fills {\\o 'ii^vorw ^>vo\\^Y .iml n( ^ tl,n K (mLjom ,n 'jlniwitui. 
It. I ho iiu.Ttjt^ \ 11 di.Mttutntl hy i h(* "kt>YMtono <M!<ut" (moo I'i ^nno 4), r(Ui(u;t 
hy chaiujinq t ptvn t \m\ of pTc^jri'toi . 

\ 

Kiquro 4. Koy!:}lt)no ollo.ct 




Mft>nu Uu Um lylt l'fO|f>rIOi l<H> low 



Tlie overhea^cJ. projector should only be loft on when you want attention 
dirocied to the screen. Switching the projector off between visuals 
offersi an opportunity to jiinpoiiit attention on the screen each time a new 
vlsuAl is^ shown. Wlion loft on, it is a distraction that Interforos with 
the presentation and ijroup i nt o rar t i (^n . Tho ovoihoad projectoi can be 
used as a chalkboard by placing a clear sheet of acetate on the stage and 
writing on It with a water-soluble ^ felt-tip pen or grease pencil. Tt^e 
acetate can be reused; just wipe off the pen or pencil marks. 

Wlien operating the overhead }>rojector/ remember these precautions: 

• Turn the lamp to "Off" when cjjanglng transparencies. 

• Alway^ allow-' fan to run after turning ^amp prevent 
^heat buildup in the projector housing. ^ ^ 

• Never move the projector wiien the lamp is hot. Hot filainenty' 
break easily . 

• Alwfciys turn the lamp off and unplug^projector wh^n changing 

lamps. Both lamp and surrounding metal will be hot. 

> 

• Never handle a new lamp directly; use a piece of paper or 
handkerchief. 

' Keep the projection stage clean. 

m Clean lens as necessary. 

Transparencies for use on the overhead projector can be made by a number 
of different methods, which range from simply writing information on a 
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icetato Bhoet to ubIikj ox})tiimivo. mul,t KjolDi hont oi clwunlcal 



clofti acetate 

tianfifoi pt oc^o.'ifuvK l*\\o. i-ominoii tyj><>fi of plu^l'r\'i>py i iu| <njuipm<Mit .tvail 
*rtble ill in<>H( of'flcefi oa^i ly codv^m t pti!it«tl typ^^d matfiinlM, 1 i lu* 
(Irawinqfi, or pinmado! t rAnFH>arotu'y mantors tntc> t>i aiKM]>ai<>iU'y JtMin. 
*Acetato aheot^a-^nro inaerted in thoec^ nytchlneB aocordlnq to manufactur- 
er 's dlradtlons and the master is J^eproduced in black and vrtiito on those 
sheets. The transparencies can bo used umnountod or else framed in a 
cardboard holder (ordered from tlie local art or office supply stereo) 
for naoe of handllnq and storaije. Tf an arranijemeiU can be m^^de with 
t ho audiovlaual center in a local 9c^h(x^l, the ciiaxo oi heat p!(>(M^9?i can 
b« used t;t>,acld color to the visuals. If such an arranqement can bo 
made, tl\o center staff will advise ^ibout which process is most effec- 
tive and assi^st in uee of the equipment. Having transparencies commer- 
cially reproduced ie often prohibitively expensive, and tl^erefore is not 
recommended . 
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Managing a Training Event 
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MANAGING A TKAiNlNG liVLNT 



i \ 

The •vel^UHl auccoBs or failure o£^a trainlxuj event can be det:id«d inonthH 
b^fole the event when the initial planninq b£gin»\ Even with \m\\ der- 
si^^dd materialp, careful content preparatipn on the part of llio trainei , 
and enthuslaetic participant!^, a product iVf^K^rk whop cannot he qnaranteed 
if t)lie logistical details receive Inaaeqvi^^t'ealt ent ion . 

The^vta8ke required to plan a training event can be grouped into three 
phasm. The first steps take place when an agency decides to sponsor 
the pnogram. The second phase includes preliminary details, ranging from 
making) arrangements for facilities and inviting. participants to pr<?|^ra- 
tion of the training site. The third involves details carried out diJ^ng 
the training event. The following sections, which may be viewed a« a 
"management checklist/' discuflB^tlitese phases chriJno logically, CareVul 
attention to the tasks delineated l^:.#^)(?h will help ensure a meanin^ul! 
-and productive training event. ' ^"^^K}^ ^ !f 



On Your Mark — In iti al Phase 

Deci<^e to Sponsor the Event 

^ No agency should sponsor a training jJ^t^gV^^ without determining whether 
enough i^eople are interested in attendijncj* ^ gauge the probable res{>onsej 
either make informal telephone inquiriesvof likely participants or send 
letters to key organizations and people. If the reaotion is good and it 
appears that a jauff icient number of people is interested, planning can 
proceed. 

Assign the Trainer ^ . • \ \ 

At this point the sponsoring agency should di^ignate a qualified Vrainer 
clr tra'iners. if ^ssible, ajnother individucyl should be designated; coor- 
dinator andf made responsible for the many management and logistica^^ de- 
tails, enaD^ng the trainer to concentrate on the training content In 
.-^^r^tlce, however, the trainer frequently must be the /'coordinator '?\ as 
^ well- .-■''■"^ M 

. In choosing a trainer, look for someone with training skills and knowledge 
^ of. the content area. This combinntion of knowledge and ability to donduct 
K a, training event is rar^* if no single qualified individual is available, 
^^here are otiher options; , 

^ Use a trainjmg «teaiiv composed of two or more peopjye wi^ii 
complementarx skills and knowledge of si>^clal topics re- 
lated to the training content, 



^ lino ono trninpr nHHintod by ono or inoro roiiHu I t arH' w - wh(V 
I an MOI vo AM »n "inMOUjr?^^ f^u uont out tcMjiiii mu] nporial 
1 zed expei I. i He . 

Glnco the trainer's role is usually demanding and exhaust ln<], use of mor« 
than one person ofttih desirable, o»pocially if t^o event laoto more 
than one day or the content J» hiqhly tochnical. "(T^oo jvkjo ^ of the 
Trainer Man^ial for trainer qual i f li^at ions fipecTt^ir to thin proqram.) 



Set a TLwfSs Suhedulo 



nt ta^ks 

ind activltloa, Thii) process can be facilitated simply by listing the \ 
lotions called for in thlp "checklist" and settiiui a t arqet date for eacR. 



Next; it is extremely in\portant to schedule the various manageme 
and 
a 

Thi.M step will preclude such mlf?hapr> an betjinnirKi a nef5siot\ wi thout the 
needed materials pr equi{>menU- 
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Prepare a Prelim i nary Budg et ' 

The training package itself is provided free of charge, but other expenses 
involved in con<luctinq the workshop may include: 

• The time of the trainers and possibly the time of one or 
more assistants before, during, and after the Workshop. 

• Lunch and other refreshments served during the workshop/ 

• Reproduction of handouts, transparencies, 'and evaluation ^ 
form^' 

• Pen0 or pencils, paper, name tags- 

• Flipchart and f>aper, markers, masking tape- ^ 

• Rental of the meeting place (if not provided by the spon-- 
soring agency) . 

• Rental of audiovisual equipment (if^ not available on loan) . 

^•^^ "^^-^ ^ ' • 

Unless the sponsoring agency requires other procedures, all expenses - 

should be Included in^a preliminary estimate of costs. If a f^^ la to 

be charged to the participants, it can be baaed on this preJtlart»»tf y 

budget, once participants have been selected, a final, revised budget 
can be computed* Unitess already established^y the sponsoring organiza- 
tion, procedures must developed for purchasing supplies arid for rertt- 
ing space and equipment if necessary. 



\ 
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Get Sot — Intermediate Phase 



Select nato am^\7ilu^ for t ho Traiinncj Fvoi^t 



Several factcjrs hiVeNldtJe considered when eettiny tlf^ date for a train- 
ing event and chbosing the meeting room. The defy of ^le week can influ- 
ence many potential participant!;!' willingness to atten(\, For example, 
a Friday may be a bad d^y to ond a workahop because of Keavy airport, 
railway, and highway tr^ffMc. In addit ioiCi, there may be\ special lc>cal 
celebrations or rejlcjloi^fl observances tJ\at aftuct a few deople who might 
otherwise attend a trailing event. If^everal icgy organiV.ations are in- 
volved, it might be wis^ to determine wlrtit regularly ached^uled meetinc^ 
or events might keep tlifeir staff members away. 

The site for the meeting should be convenient to/ most participants and 
near trans^x^r tat ion , ^ntertainment facilities, aiid food, service. Trainers 
often neglect to che^k out the actual room in wHich the sessions will be 
held before formalizing the jarrangements for faciilities, Asia result, 
many mej^tings end in stuffy, subterranean rooins or in craAped motel 
suites. Sometime^ participants are plagued by ^itreioely uncoCnf orta^le 
chairs and end up jsitting on the floor. A poor ijieating systeta or arctic 
settings for the ai^ir^onditioning can disrupt sesisiona. Banging radiators 
or noise from a nearby kitchen may also distract iattendees and trainers. 
To avoid pro|)lems it Always pays to ins pect the p hysical setting in person 
before making any committment" " " \^ 

\ \ ■ • 

Check on these details: \ ' ^ 

\ > 
• Does the room hav^ witidows? 



\ 

Can it be darkenedi for audiovisual projection if necessary? 

Are there >p/llar9 in the i^oom that will obstruct someone's view? 

Is there adequate space for small group work? 

Are the^e enough electrica:}. outlets? 

Is the room noisy?; 

Is the furniture adaptable to program needs^' 



Make Arrangements for Lodging 

If it is likely that somiei participants will come from out of town, make 
arrangement's with a nearby hotel or motel so that there will be enough 
rooms available for attendees who need lodging. Logistics will be simpli- 
fied if all particlpaLnts stay at one location, but if necessary, two 
nearby facilities canrbe selected. If the meeting room is to be rented 




/ 
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l iom a holol oi moU;!, it obvioviMly makes m(Mi,'u* li> ai t amj^^ loil^pni] in 
the sam«^ pl'*^^ r.oUKM i m«^s , t lu^ inr<Mii^.i i (UMUf; .irn inndr without 
^/•haT(M^ pai^Wl' i pant M mI ay at t liot (M oi moii)l. 

^;et a writton conuniMnent for the required number ol loomH ' and ask that I ho 
,pi.ic:e bo ypoclllod \\\ writing. Many hotel manaqor s w^l 1 (]\vr n i (vinred 
rato tor groups. A1m0, check to tind out. the deadline ioi making lejierva- 
tJon*; MO that, you ^AU inoludt^ it )M th(^ inloimation you stMid to paitiv i 
pants, and ri>nfA.nu whether |>t epayment r, or other arr?inqementn m\iHt be made 
Ho ho hi t he tOom.s . 

R ecru it the Righ t Peox)le 

No tiaming event cai^ be HuooeHstul unles.s t lie paiticipantM oorrenix^nd to 
the type of person for whom the materialH were designed. c;roupK frequently 
nuludi^ some membei s for whom {he tiaining i "old hat," otlierji f.nv whom 
the content is too technical. To recruit the type 6f participant you want, 
make clear in the information sent to prospective attendees: 

^ • For whom the program is designed. 

• What trainees will learn. 

• Who can benefit from the training- 

• Who is sponsoring the event - 

• The time and place. 

• The cost (iK any) . 

' • Instructions for registration. 

A sample invitation letter designed for use with this package is included 
on page B-9. You can easily modify it to meet the needs of ^our agency. 
Experience indicates that to obtain the recoiranended group size of approx- 
ima^ly 20 to 24 people, 75 to 100 letters of invitation should be sent. 
Th^|jLetter of invitation shoulc^ include an application form. A sample 
fcjfia is included on page B-11. 



Select a nd N otify Participants 

The response to the letter of invitation may give several options for 
selection of the trainees. If many people reply, you may simply Wceptr^ 
qualified applicants in the order they apply until the suggested 6|roup ' 
size is obtained, or you may try to construct a group with varying back- 
grounds and experience. In other cases, fewer participants than expected 
may respond. Even in this instance it is wise to weed out any applicants 
whose interests or backgrounds clearly exclude them f roij^ the target group. 

i9 



All who iXVply lihovild ini:civt> a let t cm oilluu conl i i mi luj ai;replaiuo di 
nxp 1 ill n 1 ni| I .ii t 1 \i 1 1 y why t hi »y will \uA 1 ,il> 1 to p.i i t i r i i m t r ^ 
M.'impli* on p.w|i' ir 1 - ) It ';o?ni» at t cmhIc^cmj wMl lu» fomini} f i on\ iWil of town, 
It \i\ hnlpful to 4M\i lo!j<« liavrl Lult)ini| i n t Di mat i o!\ i\M w<>ll .is n\ap?t 

of iho local area. .Somo traii^ern like to rail participants bf»foro t ho 
olart ol a woj k«hop lo establish rappoi t and wot a f i lendly tone. 



PtO]^Mi<* .1 l^M <M of Woik.shoj^i l\u ( i c i j^MiU 

ALttu t.iaiiiucii aie :iol<ec: Led ^ a luiiLci uhuuid be piepaiod liiitinq luimesi, 
addresses, and, if tippropr>^ito , • the organizations they represent. If 
time permits, coi)ios can be sent to participants, who often appreciate 
knowing who else will be attending. Inevitably you will have to make 
changes in the list before the aelual start ot the workshop, so plan to 
^v. have a revised vorsic^n ready to pas»i out at the first session, 

0 

Prepare a Workshop Schedule ^ 

Participants find it helpful to have a schedule of the course activities 
which includes starting and concluding times foi each session, lunch 
perioiis, and day and length of evening sessions, if any. Having a sched- 
to fi>llc>w allow^; them to plan recreational activities and other per-- 
sonal matters and provides thorn witli an overview of workshop activities. 

V 

'The schedule can be distributed to participants at the opening sessxon 
and is a useful reference as the trainer gives the program overview. 

Pl^n and AJ"^ arige J;^ood^^^^r vi ce 

After determining how many people will Bfr att^ndin^ the ifossion, the 
arrangements must be made for any fo{)d or refreshments to be served during 
the sessions. Motels, hotels, and other coinmer<;:iai organizations usually 
insist that ref resliment s . be ordered through them. YoU usually can't bring 
your own coffee, tea, or soft drinks. It is up to those sponsoring the 
^4 event to be sure that these arrangements are mad^. If an organi:jation ig 
providing the room rent free, it may be possible to bring^JLn a coffee or 
tea pot. J ^ 

If dinners or luncheons . are scheduled as part of the activities, they ob- } ^ 

viously require advance prepai^tion. The nun\ber -'Of attendees, the menu, 

an^ the cost must be specified well in advance. Deposits or prep^^ents 

are often requiired. | 

r 

Prepare a Final Budget 

» 

At this point, it is possible to compute a final budget using the actual 
> nujnber of attendees to determine the required expenditures. The revision 

< 
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nhov^ld include all nooded-jisuppj i o?i , i <>1 i or.hmoMl h , oqii i pnionl , to(>m i (Mit , 
i\\u\ ot h(M itiMns. ()ht ii \ 11 iSjll^yjf ovmI .ir. icqiiiM^l by t lu^ -iponsoiin.) oi (jani 7.1 



/ ' \ 

' \ V 

11 thu spoiisoi iiKj or<.jaiiiz..il ion dorH not alioady h.^vr t lu* ni^cesHai y^^and io- 
visual (MinipnuMU, it ran ii-.ually ho hoTr<w<*d, Th<r» public 5u-hool nyntom, 
th<» and \iW \ jiiial lU^pattnuMit ot .i Uu'al rollt»qo oi ^In i v<m .s 1 1 y , and Lonunnn 1 1 y 
aqencMoii aio qood uouicos. It not availablt* on loan, i ho <Mj[vnpmont can he 
rented. Check the Yellow l>aqe^s under "AvuiiuviHu^Cl Kqu.ipinent and Sappiies" 
for names of vendors. j- 



( 

(^btajn and/(^T 1 n^^t ruct i ona 1 Materials 

Arranqements to obtain any films or filmntrips t,o be used in a training 
event should be made several wee^s in advance, and trainee texts should 
be ordered for the expected number of participants. The participant hand-- 
outs shoyfd be reproduced .and related equipment, such as a flipchart or 
chalkboard must also be obttiined. 



Prepare A:he Meet ing Room 



The day jbefore the start of a workshop, doul^le check the meeting room to 
make sute the heating or air conditioning is working properly, and set the 
roGST-up as required for the first session. At the same time, confirm the 
y^angements for refreshments and food service. Deliver the audiovisual 
^qy^ipmcntr set it up, test it, and if posBibT><^ go through a dry run of the 
presentation . 

Collect Supplies and Place in Meeting Room 
place all necessary supplies in the room. Dpn't forget: 



0 Pencils 

• Paper 

• Name tags 

• Registration forms 

• Wastepaper baskets 

• Cups 

• Spoons 

• Sugar and cream 




Tape, <^halk, felt-tip pens 
Extra bulbs for audiovisual equipment 
Extension cords 

Receipt book (if participants have 

to pay a fee) 

Napkins 

Ashtrays 



1 

als, 



Assemble aJa instructional materials, arranged in the order they are to 
be used, '^ake sure they are in a convenient location for use by the 
trainei:^v during the sessions. 



J 
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'^''J ' ' *tt Ion l\c*ik 

Shortly before particlVants arrive, sot up a desk where^ attendees Van reg- 
ister- It also may be\helpful to ^put up some signs directing people to 
the room. Most tralneAs find that it is vital to have nlipix^rt ntaff 
assist with the registrMtion so that th^ trainers are fr^ to^ gr^fet the 
particlpantH and Btatt Aha fit\st nef^sion. Usually there'are lato art ivalM 
who will i^mve to bo ac'CcAniiunlat ed aftet the start c^f a 8f*9Mion. 



Conduct the Trainin g 

The trainer, while responiible lor conducting the workshop, still must 
carry out management task^ during the sessions. Refills of the coffee or 
teapot, problems with latfe arrivals, and similar details have to be taken 
care of. Support staff cab help with these problems, but it is likely 
that tl^e trainer will be involved. 



Prepare for the Next Sessic 



After the tonclusion of one session, the trainer immediately has to antic- 
ipate the i\^xt. det participants to help change the seating % arrangements 
if necessarjc, . GoJ^lect and Jtore transparencies, filmstrips, and oth^r 
instructional materials use<l during the session. Locate and arrange mater- 
ials needed f©r the next presentation. If more than one/ traJSj^er is par- 
ticipating, th>ey should debi ief each other at the close (of eacn^ session 
to avoid duplication ,and ens ure integration of concepts [and content. It 
is usually necebsary to do i quick clean-up to empty ashtrays and discard 
used coffee cupd and empty soft--drink cans, 

/ 

Many trainers usa the time between sessions, as .well as lunc?h and coffee 
breaks, to mix with particij>ants ahd gauge their response, B^doing so 
they identify potential disj latijrfSction before it disrupts the sessions 
and get usefyl feeUback regarding how well the trainees' needs are being 
met- 



/ 



Wrap frt Up--Af 



he Event 



/ 

linA/ i 



See Participants Of! 

" S • r 

At the end of the training/ events be prepared to help attendees with 
travel arrangements. Some/ may need transportation to the airport or the 
railway station; those (giving may want directions on how to get out of 
town. It helps to have a /map, the telephone number of the closest taxi- 
cab company, and an aii^port limouisin^ schedule at hand. 
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Arrange f or Clea nup an d Return of Kqulpmont 

Unl*.fln npRrific ruHtinlial aqieenmntB Imve beon made with t lu- management 
In the bulldlnq where the workHhop was held, yau probably wU 1 have lo 
initiate a clean-^up project. Often participants are wiiliny to help and 
all stiaff members should b« Expected to pitch in, collecting trash, empty- 
ing ashtrays, straightening furniture, and putting away supplies. The 
trainer also should be sure that the audiovisual equipment is returned to 
the owner and that the extra Rupplies and instructional materials are ^ 
not left in the meeting ro6m. 



Pay Outstanding Bjlls and Write a Management Report 

After completion of the/sessions, make sure that all bills have been 'paid. 
Then, prepare a report that contains an accounting of the funds reqelved 
and the cash outlayed. The rei^ort should also evaluate the workshop from 
the management viewpoint and include suggestions for any future training 
events. 
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Dour 



1 4JP wtiliim to ani)Ounc«^A t wo- Aiici-oiie-ha M -<iny trniplruf woTknh(>p, SKKVUMOS 
^OlTl^UJOHOLlC WOMEN, tv) b« presented by (apgnBor inq ifignncy) , The workshop 
wili bo conducted at ^-^flocatlon) from (dnlo) ^ to (date) 

An agency planning to offer tlreatinent servioea to vypit^n or an agency wanting 
to expand, or Improve existing treatment for al coho^; woim>n will want to 
consider sending people to this training program. The worknhop, though not 
designed for people from agencies treating only wonv^n, may be helpful to 
them as wel 1 . 

The content and activities that comprise this program were selected to ^ 
enhance the capacity of the participants to plan, implement, and monitor 
practices and services designed to meet the needs of alcoholic wonn^n. The 
training program provides participants the opportunity to: 

^ ' ' - • 

• Measure the current state of their respective agency plans i 
and/or programs for^ serving alcoholic women ^fgainst a set ^ 
of policies, practices, and procedures that i^pear to be 
effective in women's treatment. 

• Select some priorities for change in their respective 
agencies - 

• Develop a ranTO of possible strategies to c^d^ress the areas 
in their programs they identify as needing' chan^;^^^. 

• Prepare for continuation of planning and implementatic^ of 
identified changes upon return to their agencies. 

SERVICES FOR ALCOHOLIC WOMEN yfds developed by the National Center for Alcohol 
Education under the auspices of the National Institute on Alcohol Abuse and 
Alcoholism. The learning activities call for teams of two peopleAfrom the 
'same agency to-^ttend this workshop since this approach seems to increase 
the ]^elihood of agency program changes subsequent to training. One team 
member should have decision-making responsibility for treatment services in 
th6 agency. Depending on the size of the agency an^ the services provided, * 
this person^ may have the title of program director, treatment coordinator, 
clinical supervisor, or manager. Their functions may include decidir^g what 
program services will be offered; allocating staff, space^^^^d funds to 
support those services; establishing referral relationships with other service 
agencies; and representing the program to the board of directors and the 
community . ) 



The second t^axn mejmber may be the person' designated as women's treatment 
coordinator, Vi53«d or advisory group member, or a staff member with partic- 
\ilar interest orVe'kpei^e^ in women's treatment. Again, the title and 
■Function of this pfe«K5TrWill Vary aooording to agency size, nature of services 
^and current status of women's treatment. If only on^ person from the agency 
can alttend, that person should be 1;he one with decision-making authority as 
diescrlbeil above. 



r|*. VIA ^ ^ ^ * 



f 9^ 



Tho lo,^rninq arlivitir^M will on^h^ o p.^rt i ci pant .9 to analyz.^ .oml hmld on 
theif exist^ing knowiedcje and in planniny and dc.l iv<M y of .■, I . oh. > 1 !..« 

treatment, analyze Uieir oxisting agency programs in light of new knowledge 
about wpmen's treatment needs and identify priorities Xor change; draw on 
the reaouioe-s uf trainers and Vuhor part i cipantn for problem solving; and 
prepare to enliMt others in planning and implementing changes which will 
improve wo^.en'« treatment. In addition, each participant will receive a 
Reeource Book containing reprints of significant articles, program develop- 
ment ide^s, resources for staff development and client education, and work- 
sheets to facilitate continued program assessment and planning in their own 
agency after training. 



(Agency specific information, including cost to partic4-pan ts , inserted here.) 



If you wish to attend this workshop, please complete tJie application form 
and return it by (date) - Attendance will be .limited to 20 parti- 

cipants and applications will be accepted in order received. Your applica- 
tion will be promptly acknowledged- Thc^nk you for your interest and 
cooperation. 

« • 

Sincerelyr ' * . 



■ APPLICATION 1 

\ 

No, we cannot attend this workshop but would like to be notified should 



you run the workshop" in the future. 

■I ■ 

_ Yes, we ^ul^ like 'tp participate in the worlcshop SERVICES FOR ALCOHOtliJL 
WOMEN to be held (date) > . The people who will attend are: ^ j - 

Team member #1 name/title 



Team membe^ #2 name/title 














Agency hame and address: 


























— > 
















■s ♦ 


Telephone number: 


^ — -—^ 


* 


A 


f 







If 2fou wish to attend the workshop ^ please enter the irtfovmation requested 
in the epapee provided. ' . 

• ' A- 

1, Are^you treating alcoholic women in your program now? Y es j No 

(If you answer YES, complete questions 2, 3, and 4; if you answer NO, 
go* to question 5.) / ^ > 

2. ^ What is the total number of clients being treatfed? 

What percentage are women? ^ 

3> Briefly list the services you now^^jjgpvide for women: . 



4* What particular aspedts of your treatment program for Women ^would y6u 
14,ke to improve? . 



5. If you are not now treating alcoholic women, are you planning to do so? 

Y es .N o (If you answer YES, complete question 6.) 

6. Brief ly describe the status of your planning efforts: ■ 



SAMPLE PARTICIPANT SELECTION .tl^TTER \ 



\ 



Dear 



I am pleased to tell you that you have bi^en ^elected, to^ participate in 
the workshop^ SERVICES FOR ALCOHOLIC WOMEH which is bein^ held at 
(location) from (date) to (date) . Thfe first sessiori^^ begins at (time) 
op ^ (dg^tgj and the final session will oondlvide at (tim^)^ on (dfite) . 

\ 

As a substantial portion At your time will ^be spent in ailisessment ai\d 
planning for your own treatment program, pi^ease bring program bicpc^hures, 
grant pr6|posals, conmnimi'tiy aj3j§fessment data, and jLnformat^ioa gjxjprogram 
effectiveness. Materials that contain agency ^philosophy .and goa^ls and 
describe the existing treatment program and its o\ftcomes in deta 
be of nvist benefit to you. Any information you bring is for you 
use, shared with other participants only at your discretion. 



1 will 
personal 



(Agency specific information here regarding travel directions to th^ work- 



shop site^ lodging, participant costs, and other logistical detail 

, (phone) 



If you h^e atny 
the above addres 



crpei 



estions, please call me at 



I look forward to meeting you on (date t^ie wdrki^hop begins) 



Sincerely^ 




or write 



SAMPLE *REJECTION LETTER^ 



Deay 



Thank you for'^applyihug^ to the SERVICES FOR ALCOHOLIC WOMEN traiising work- 
iihop**b€^ing offered by (aponsorlng agency) . Wt^n your application 
^arrived, alX available places had been fille*. . We appreciate your interest 
in the training program and will notify you of any future .runs. 

Sincerely^ 
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SERVICES FOR ALCaiOUC WOMEN SoohIou 
• ^ Handout 




INSTRUCTIONS FQT INTRODUCTION EXtRCISt 

1. Choose as a partner someone you do not know but would like to know^ 

Interview each other fot 10 minutes (5 minutiss for ^ch person) find- 
ing out things you wobld like to know and think the \group Would be 
interested in knowing tas well. In addition tp tlio u^u.^^I identifying 
ipformation, you mighti ask such questions asr 

• Of what afe you most proud in your life? y6ur work? 
your persoif\al aohievoments? 'f' ^ 



Who) is your ^avorito fictional character and why? 

What OD you like mo^t and least about being the sex 
yo^ are? \ ^ 

If you could live your life over, what would you do 
differently, if anythihg? 

Use this form to make notes, if\you w^sh. t-" 



3. When the group reooilvenes. Partner A introducec! \PartniS^B in. \ 
minute'>>r less^ using the 'infc^rwAtion obtained in the intei^iew. 

4. Partner B then makes a brief statement in ai^^wer to each of two 
questions: * v 

\ ^ , " . , ^ , 

• What event (s)^ personal contact, reading , or other ex- 
perienqe (Remonstrated fco ycivi the n^.<?p for improvement in 
wdmen's alcoholism treatment programjning^ 

• What is one thing you hope t^ learn or accomplish by the 
end of this training program? In other words r what are 

• your expectations for this/ experience? 

5. Next r Partner B introduces Partner Ar who th^rt rj^sponds to the 

questions listed on j(t:em 4 ebove. \ 

• \ 
■ • \ 

' . r' ' ■ 
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Handout 



GOAL AND OBJECTIVES 



The goal of thli courea ia to Ml^lda participants the opportunity to 

(1) neaeure the current state of their respective agency plans and/or 
programs for serving alcoholic women against a sot of policies, !prac- 
tlces, aun^ pxt)cedures that ftpj^ effective in women's treatment; 

(2) selep^ sone priorities for chaage in their respective agencies; 

(3) develop a rang$^ of possible strategies to address the areas H.n thel 
programil they Identify as needing change ^ and (4) prepare for oofitinu-- 
ation of planning and implementation of identified changes upon turn 
to thelx agency* 

gbjeotiv»S 

At the end of this course ^ participants will be able to: 

• Given the major categories of a coitprehenslve alcoholism 
tjreatmsnt progrnfr list at least two elements of each that 
are considered important in treating women with alcohol- t_ 
related problexM^ 



Identify the strengths and weaknesses of the'ir respectivB 
programs as they relate to the treatment of .woMn, given 
a checklist of elements that are considered i*^rtant for 
effective wos(en*s treatp^ent. 



Given a set of feasibility guidelines and working in teams 
of twor Identify some priorities for implementing changes 
In t)>elr own treatment programs. 

Using £he ftiSQurce* Book and suggestions from trainers and 
other participants r Identify a range of alternative stra- 
tegies for each selected change. 

Prepare and practice an approach they will take upon Vfetum 
to their agency\o involve others in further planning airo / 
Imi^lemsntation ol\the changes needed to Improve alcof^ollsm / 
treatment for women. , ./ 



SAMPLE SCHEDULE 



DAY 1 


DAY 2 

„- ^ ■ 


DAY 3 


Session 1 

9:00 r 12; 00 Introduction 
and Program Overview 

12t00 - 1:00' LUNCH 

Session 2 

IrOO - 4:30 Alcoholism 
Treatment from the 
Woman's Perspective 

/ 

'■■/ 
/ 


/ l^ession 3 . ^ 

^^^0 - 9j15 Review of 
^~~^^-Rsst>yrce Book 

9:19^-02:15 Assessing 
Individual Programs 

12tl5 - 1:15 wmn 

• ^""^ 
Session 4 

1:15 - 3:00 Selef^oting 
Priorities for Chemge 

Session 5 

3 s 15 - 5:15 Developing 
Strategies to Qvorcoma 
Carriers * 


Session 6 

9:00 - 11t15 Involving 
Others 

Session 7 

11:30 - 12:30 Conclusion 
and Evaluation 

1 

> 

\ 



/ 

A short bre^ will scheduled midnkSrning and midafternoon of each day. 



I 



SERVICES FOR MiCOHOLIC WOMEN > Sees ion 2 

^ , Trainer 

^ , , - Ke£«r©noe 

\ SAMPLE ITEMS F0RVCLIENT>ERSPECTIVE ^ 

* # lf*aoilit.y 1^ conveniently Xocat©<J. . 

• PAcllity is ^^lean and attractive . 

• Waiting time,\e8pecially oh first visit, is minimal j 

• flexible policy regarding when paper work ia done; duplication 
kept to a minimum* / ^ 

• Confidentiality ^egulaliiohs ai?e dboerved. 

• Family and significant others are included in assessments and 
in treatment as appropriate. 

• A^Looholismr nutritipn^ and general health education and in-- 
formation are provided • 

• Medical services ai!^ ^available• 

\ 

• Network of community resources is availiible for referral accord- 
ing to individual nee<3ist . ' 

) \' ■ , \ . 

' • Tli?eaiIt^ht^'gpall^l lire developed jointly by client and 

cotinaelor and tailored to laaQh individual. ^ 

• Aftercare planning begins well before discharge. 

' \ . ' ■ \ . r. ^ ^ ^ / ^ \ • ^ 

e 3road raln^re' of^ t;ro«>t!ne>nt activities ;Ls available to .promot^ 

abetinence, personal growth^ economic independence, and iirpi^^jved 
interpersonal relationships. 

treatment activities are arranged to fit client's schedule*'^ 



SERVICES FOR ALCOHOLIC WOMISN 1 Sooslon 2 

^ - ^ ^ I Trainer 

\\ ^ Reference 

^ /'■ " % 

SAMPLE ITEMS FOR TREATMENT SUPPORT 

# Secure funding- * ' ^ 

m Agency goals, objectives', iind philosophy ere clearly stated • 

# Agency goals, objectives, and philosophy reflect the needs 
of the people in the conmunity it serves. 

• The coirmunlty Served ley clearly defined and assessed in terms 
of physical boundaries and characteristics. 

• A systematic' process of assessment, program design, inplementa- 
tion, and evaluation is followed in program development. 

• Program plans, policies, procedures, and decisions are con- 
sistent with agency philosophy and goals. 

# Recordkeeping systems provide ^nformatipn for determining the 
program's effectiveness and as a basis for decision making, 

• Staff ]poli9ies are cle^itly d^iin^fi aikl fairly^administdred 
(©•tf/, hirlng^^)il^)^ig^^ |)^rforiwt|iq^ appri^Vp^l , supervisi^on ^ 
salary increases, training, arid ipr9^^ibr() * : ^ ^ 

♦ staff bhfjiracteri^icd are Consistent /with thp population^betng 
served. ' , 

* Qtaf f metmbers are role models for clients- 

# Management decisions tefleot stiff and co)mmihit:y Inp^t; 

# Outreach responsibilities are clearly defined- 

« 

f Q^treai(ch activit,ies ?tre systematically planned and evaluated. 

9 Iilh)c|ig^ii vlth CK>innmnlty agenolaa are clearly established and 
ihdi\>de\)|p«plflo a6nt;aot8r< referral prpcH^dureilr training^ and 
i*gulat b0n»^ltKt'i6n^^f ..■:\'- i.-';'^ 
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{U';uvT(:r.n for MiConOLTC v:omfu 



A C ONTEXT FO R LODKING AT 
WOMEN ALCOHOLICS 




Sent! ion 2 
'V\ ;^ i lUM 

Reference 
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INSTRUCTIONS FOR 'SMALL GROUP TASK 

' 1 



Polldw thls^rooedure for each assigned category j 



5 minutes 1 



10 m;|.nute0 2. 



10 minutes 3. 



Summarise the main points of crolumn one so that you 
could present them to a person who had not read this 
document. 

Regarding iihe points in column one, disbuss these ques- 
tions: ^ f 

# How do the points con^are with your experience wit:h 
women alcoholics? 

# Are they consistent with that experience or at odds? 

0 How do you account for the differences, if any? 

Read the treatment implications in column three and dis-^ 
cuss these questions: 

# How do the treatment implications relate to the 
program categories you developed earlier (program 
planning, assessment, outreach, etc.)? 



# What othe;r treatment iiriplioations, If any, do you 
see relating to' this factor? 



5 minutee *4. 

n 



Prepare a S^minute presentation to the large group which 
includes the points you sumnarised for oolunn one and 
your discussion in respoi^e to each ot the questions. 

Notet Please choose as presenter fomsone who hjBis npt 
already mad* a p£'esent;ation to th« large -group. 
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WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST 



The attached form is designed to help you examine an existing 
treatment program for women to identify areas for Improvement r 
orr^if you are planning to start p. program ^ Identify critical \ . 
factors to take into account in planning. ; 

The form is organized under eight categories: program planning r 
staff issues, initial visits assessment^ treatment services, after- 
care, follow-up, and outreach. Under each heading is a series of 
question?? to ask yourself about that program aspect. In answering 
each question you may check yes, no, don't know, needs Improvement, 
or NA (not applicable), as appropriate- A space headed "Comments" 
Is provided for a brief note explaining your response or to in- 
dicate what additional information you need to obtain. 

When you have answered all the questions, a visual inspection of 
the columns checked will show the program areas that need work. 
Any program qategory with more than a third of .the check marks in 
the •*no," "don't know," or "needs Improvement" colvimns merits your 
careful consideration for remedial action. 

You can also use the Assessment Checklist as an infor|[ftal measure of 
progress in program development. Con^parison of checks from year to 
year will fihow which areas have Improved and indicate which areas 
need work. When the (;^ecklist Is used to measure progress, it should 
be completed by someone other than the persons responsible for the 
changes, to get the benefit of em "outside," objective viewpoint. 



If you are not now treating women alcoholics, but a^ preparing to do 
so and have prepared a plan for in^lementing new services, read the 
Checklipt>rrth your plan In mind. Does your plan reflect the con- 
siderations listed? Do some areas such as staff Issues need more 
attention? 

If you have not yet formulated a plan, read through the^ntire check- 
list, check those areas that way already be In place, (and indicate 
under "Ccwwients*^ those areas where you anticipate particular dif f 1- 
:55Ultt^ starting with pirogram planning, begin answering each 

quei^ iftXtent posiaible and Indicate under **Coimnents\«> What 

fyrth^r Infprntatlon you n<ie<l to collect. « / 



WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST 



PROGRAM *>LANNIIJG: 



Agenpy data provide an indicator of. the need^<or program change and 9 useful measure of the 
effect, of program change. Much of this i'nformabi<*h may already exist in client records and 
dat^ collected for Federal and State information systems. * • 



; 



V 



ITEM 



How dfo." we I stand? 



Yes 



Do <he women in treati^eqt reflect/ the 
characteristics and nxMnbet^ of women- 
in the population being served? 

•Does the percentage of women in trealfiS^ 
ment reflect a male/female ratio for 
estimated alcoholism prjpralenflfe jrates 
of at least 3^1? (There may t)e -vari- 
''ation due to the composition o^ P^^C 
ticular communities, but, since esti-^ 
mates have genejrally been low in the 
Vast, this figure^ consistent with \ 
NIAAA objectives, i,s suggested as a\ 
standard,) -* • ^ 

Are dropout rates of male and female 
clients comparable after the , initial 
visit? During Jiree^tment? 

Do women stay in treatment as long as 
men on ^}ie average? 

Are rates of succesisful outcome simi- 
,lar for men and women clients? 
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ERIC 



No 



V ■ 



Don't 
Know 



Needs 
"prove pwnt 




NA 



C0(1MENTS 



I 



69' 



'* St 



PRCXSRAM 



PLANNING ! 



V 



^ WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST 
. If treating women, but are planning to do so, consider these basic principles: 

^iT Start smallj add components^ gradually . (2) Follow a systemat^ic planning process at all 
st!ages of program dGVfplopmervFT assessment^ program design,, implementation, and evaluatipn^ 
(3) Hire staff to match the community. (4) Provide training in women's issues a;id alcoholism^ 
.as e^arly as possible. Resistance to change is a comn\on phenomenon and resistance to providiiig 
services to women may be quite §tror\g. A/thorough ano^^sis of the agency and conununity during 

Ip^^ 



the planning stage will help to antic 



V 



v. 



ClR 



problems and prepakre to meet th'fem 



How do we startd? 



Yes 



No 



bon • t 
Know 



Needs Im- 
provement 



NA 



T 



COMMENTS 



o 
I 

to 




Are the goals ^ philosophy, facilities, 
location, And staff characteristics of 
the exist lng"Nagency consistent with 
the newts of the women's program? 

Ar^ key people committed to the wo- 
men's program 

# On the board? 

# In agency administrAtion? 

# Among agency""s^>ijf ? 
' • In ,the community? 
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WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST 



PROGRAM PLANNING: A community assessment ensures that the treatment services and outreach program planned and ^ 

implemented by the agenOy are relevant to the target, {x^pulatlon and compatible with community 



structure, beliefs, issues, and so on 



ITEM 




How do we stand? 



Don't 
Know 



Needs Im- 
proveinent 



NA 



COMMENTS 



From its assessment, doe^ (o^ w-Lll) ♦ 
the agency have information about: r * 

• The boundaries of the community 
served by the present progr«mi? 
(Should they difter for the wo- 
men's program? If l5o, why?) 

* I- 
I The nature of the community 

(working class, upper class, sub- 

ui^3an , rural , urban , etc . ) ? 

I The community leaders, trend-- 
i setters, opinionmakers? 



• The significant cultural, ethnic, 
or language patterns? 

• The comattunity ' s , views on alcohol^ 
ipm, wow!ipn*g,, issues^ aex, fami),y, 
and related ^sue^ (radi^nX ^ lib- 
eral ^ moderate^ consejpvative, 
etq.)? 

m The reli^idus climate ok the 
(lunity? 
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PROGRAM PLANNlkG - con^nyied 



/ 



/ 



ITEM 



• What people do In their leisure 
time? 

• The role alcohol plays in com- 
munity life? 

• Where the women are (home, em- 
ployed, in school, in the crim- 
inal justice system, isolated 
because of rural location or 
lack of traftsportation , et^c. )? : 

• What resource? are avi^ilable 
(educational, social, medical, 
legal, financial, etc.) for 
augmenting agency services? 

Has a women's advisoiry bbard* b0en ^ 
established aftd has ihput from it and 
the agency's board of directors been ; 
sought and included in program plan^ 
ning? ^ 



^Treatment 9 ageiH^ies receiving gr»rvt 
funds from NIAAA must establish an ad 
visory committee which i$, representa- 
tive of th(B characteristics and vari- 
ables of the community to be served. 
The mechATiism would be an appropriate 
way to involve women in program plah-^ 
ning and Implementation. ^ 

ERIC 



Ye 



How (Jo we stand? 



No 



Don't 
Know 



Needs Jiij- 
provement 
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NA 



COMMFNTS 



■4 



w ' 



ITBH 




n<H# do we stand? 



Yes 



No 



Don*t 
Know 



Vieeds Im- 
proyement 



NA 



commf:nt5? 



[ave Intereiited fp:|nner client? pnA/ot 
iformed Wbteeif in thft .oomnunity t^i*n 
insulted, and are their ideas and 
skills being used effectively in all 
phases of program development and 
operation? 

Do goals and objectives for women ^s 
services reflect the needs pf the 
women being served? 

Are goals and objectives for women's 
services clearly stated and copqpati^ 
bie with agencV goals and philosophy? 

Are program ^ services , policies, pro- 
cedures, and decisions consistent 
with goals and objectives? 

Dpes phe reoordHeepi^n^ systefi^ ptpvide 
the .information needed for' detertnih-r 
ing pirograni ef ij^eqiiVensiSff; le^preiised 
in the objectives? . % 



y ■ .• 



7: 




S 



V 



o 
I 



\ 

STAFF ISSUES: 
\ 



WOMEN'S T^EATMFNT SERVICES ASSESSMENT CHECKLIST 

staffing patterns, personnel poliQies, arid staff interactions say a groat deal alx)ut the attitudes of 
people in the agency toward worfcn . If the agency* philosophy of women's treatment states that quali- 
ties of comt>etence, ability, Assertivoness, and independence are acceptable in both men and women, 
staff members of both sexes should behave and be treated accordingly. Further, women in treatment 
are likely to make better progress if they can see women staff exhibiting the behavior they arc^ 
trying to learn. 



IT KM 



Are some leadership positions in the 
organization held by women? 

Do women stafif members model mutual 
respect, support, and constructive 
interactions yith each other? 



^ In male and female staff interactions: 



Are women's suggestions heard and 
respected? ^ ' 

Are ad hoc assignments of special 
projects, staff development oppor- 
tuniJties, etc. made on an equal 
basiis? 

Are opportunities for promotion 
awarded on basis of merit? 
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r 



Ilow clo we stand? 



Ye 3 



No 



\ 



Don ' t 
Know 



Needs Im- 
provement 



NA 



COMMENTS 
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BTtilFF ISSLUES ^ continued 



ITBM 



Do staff (male and female) model j 

Healthy conflict resolution? 

Prpblem solving? 

Assertive b^^ylor?.. 

Positive self cohoept? 

Mutual cooperati^^ and support for 
the' benefit of tjBT total vjf>»'p^am? 



Do women staff i;*eflect tl^;i^:^ltiit^i^^ 
and cultural character listless of 1||ie 
population of women served? 



How do we stand? 



Yes 



No 



Don't 
Know 



Needs Im- 
provement 



»8 



NA 



COMMENTS 



WOMFN'S TREATMENT SERVICES ASSESSMENT CHECKLIST 

INITIAL VISITt A client's first contact with art agency is critical because it may determine whether or not 
f the person r^'ti4ns for treatment. The items listed below ar« important to consider for 
women client^. 

/ 

.1 



o 
\ 

H 

00 



ITEM 



ERIC 



If the first contact is by telephone: 

Do^s someone from your agency (sec- 
retary or counselor) talk with the 
woman on tl>e phone jrather than just 
make an appointment? 

Is she encouraged to come in ijmne- 
diately^ f or as soon as she can? 

If the woma^ is calling for help 
with a crisis situation r can agenqy 
staff respond immediately, including 
a home visit, if necessary? 

If a woman makes her first contact by 
arrival at your facility, are you pre- 
pared to aocoMnodate her at that time 
rather than siit\ply ihake an appointment 
to see her later? 

Regarding the^acility itself: 

Is it discreetly but clearly iden- 
tified? 

Is it located in a safe, accessible 
. neighborhood? . 



Yes 



How do we stand? 



No 



Don't 
Know 



Needs Im- 
provement 



NA 



COMMENTS 



# . • ■ 

INITIAL VIStT - obhtlnued 



ITFM ^/ 



r I ' ■ 

Is it clean, attractive, and 
Comfortable? 

Whether making a first contact or 
keeping an appointment: 

♦ 

Is th© woman treated courteously? 

Is she seen immediately? $ 

' Is a female counselor available? 

Is child care available during 
the visit, If necessary? 

Is the interaction characterized Ijy : 

Informality? 

The same form of fu3dress for both 
Client and counselor? 

> 

Lack of barriers (desk, titles) 
between client and counselor? 



lU^sence of patronizing behavior 
such as patting her hemd or 
minimlsBlng, her feelings? 



Are the woman concbrns about con- 
' fidontiality or anonymity respected 
byt 

Asking who she cjoes or does not 
want contacted regarding her 
riaatment? h 




How do we stand? 



No 



Don • t 
Know 



Needs Tm- 
provement 
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INITIAL VISIT - continued 



ITI5M 



Accepting a fictitious nanve if the 
client does not want ,to reveal her 
own? ' > * 

Is tl^ visit cc>nduoted in a way that ^ 
enables the client to: 

Experience a Ipssening of * anxiety; 
becoi(|e more! hppeful? 

Feel ipK>re positive 5c»l^<*ut herself 
in relation tp alcoholism by learn- 
ing some of the myths about the 
disease? 

/ 

A Tell her* dtpty as shf^ sees i*, with- 
/ out,A:iterpretationr an^ without 

inlbeM^ption, except for clarifica- • 

' tion? ^ ' : ^ ^ \ 

Becei-Ve feedback indicating that the 
counselor has heard exactly </hat / 
she, has \o say? / 

Learn what the prograih has to of fj^r 
; ^ahd v^at she may eikpect to happen? 

fl^re#i^rltten mat^rlAls on the pirograin^ 
i^d 'other relevant topics provided? 

If fartdly, friends!!^ spouse or some 
.pther significant persons .accoir^any ^ 
the client, are they seen by the* 

*ERJC^" ' 



How do we stand? 



Yes 



No 



Don't 
Know 



Needs Im- 
pavement 



NA 



COMMENTS 



\ 



V- 



How do we stand? 




No 



Don't 
low 



Heedd Im- 
provoment 



NA 



COMMFNl'S 



i;)pei»^1^he c?ouj)selor h«iy«i option to 
xt^^pone proge^ matters (filling 
^tat 'forms )"'..untir the second visit ? 

!as yotir pro^^am baeh planted ^^pT^as ^ 
to iiiiritimize.^^e need for refetrailfir? 

If referral is/i>eefdedr does your*^ 
staff know^ ,the community reSt>urce6 
thoroughly and lL!nt imately sq. that the 
reifetral ;|b smooth^ ^d comfortable 
for the clKnt? v 




:.v 




■ r-. .■'^■>f4,t;^■^■• 



/ 
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WOMEN •$ TREATMENT SERVICES ASSESSMENT CHECKLIST 

ASSESSMENT: A nuniber of procedures are available for assessment of a client •s needs and resources as a basis for 
/treatment planningj interviews with client and significant others? standardized self-assessment 
, ^.forms; and physical and laboratory examinations. The exact nature of assessment and the methods 
^ for recording findings vary ftx)in agency to agency. Assessment of women clients should reflect 

attention^ to the following areas in addition to those usually dssessod prior to alcoholism treatment 
planning. No significance is intended by the sequence of topics. 



item' 



o 
I 



84 



Does the alcoHO\/drug use asses^inent: 

Pro^da information on recentnes3 
an<3 quantities of drug intake i^o 
*guide modifications in detoxifica- 
tion therapy? 

^^Explorfe the use of ot;Jier drugs ^ 
especially prescription emd over- 
the counter relnedies? 

i . _ . . . 
InclLude information ^ if apptopj-iate ^ 
abqut alcohol and drug intake (in- 
cluding prescription drygs) during 
pregnancy? 

Does the medical asses^irent.: 

•» ^ » 

Include general medical^ alcohol^ 
gynecologic/ obstetric^ and psychi- 
atric areas? 

jRule out the possibility of psychi- 
atric illness r esyecially'^ depres- 
sion? 



ERIC 



How do we staiid? 



Yes 



No 



Don't 
Know 



Needs Tni- 
provemept 



NA 



COMMEmJS 



/ 
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Assessment - continued 



ITEM 



Include ass^s^j^bnt of general iiK^od 
and other aspects of psychological 
staj^s? 

Include, 'jLf appropriate, prior 
treatment by healers, shamans,^ or 
other nonorthodox, practitioners? 

Does marital history: 

. I 

Determine spouse's drinking be- 
havior? 

Explore the* clients expectations 
of marriage, met and unmet? 

Explore the clij^t's feelings 
toward being a mother and toward 
hoar children? 

Reflect acceptance of women who 
never marry, do not have childrerT, 
express dissatisfaction with role 
as wife or mother, or' leave their 
fainilies? ^ 



Does the family history: 

^Explore dstedDllshment of sex role 
patterns (learned helplessness ,f 
development of life goals , coi^ept 
of male/female relationships, con- 
cept of female tole in the ffimilyj? 



Mow do we stand? 



Yes 



No 



\ 



Don • t 
ICi^ow 



\ 



Neodn Tm- 
provoment 



NA 



COtMFNTS 



\ 



ASSESSMENT - continued 



' — 3 -~ ■ i 

ITEM 




How do we 


— ^ 
stand? 




1 ■ ■ , ■ .pi > . 

\ ■ ■ ■ 


yes 


No 


Doh' t 
' Know 


Needs Im- 
j^rovement 


NA 


« ■ . . 

Examine differences in accept2ible 
behaviors for males and females 
^ (e*g., the boy who leaves home 

early is advanturous c^nd resource- 
ful; the girl who leaves home is" 
troublesome, rebellious)? ^ 




— ^ — 








. . fX 

• * • 

• . • ■ . • ••• 

■A * * ." 


Explore history of alcoholiJrm and 
psychiatric disorders among parents 
an<3 sTiblings? 

y 

Does, the educ^ion/woirk history: 

^how attentfon\equal to that given 
in male historie;^? 

" J ^gglore discr^I^cles that ^pear 
TOtween educatlonal\?reparation 
and jobs heldl* \ 








J 

"A * 




-A ^ ^ 


> 


N 


• 




\ 




Determine pressing peeds> for food, 
housing, or other assistance? 






> 








\ \ 

.Does religious history t ' v\ 














'\ 

C Summarize rellg^ious background 
^ \ and experiences? \ 






\ 






. ' ■ -v; v\ 

1 - . • ' ' ' " 
' ? 

. t ^\ * ■ ' 


Probe for any changes in the . \ 
> client's views? ** \ 






^ 




y 


•AS -.V ^ 


Ascertain t^^e chutch ' s view \ 
women and drinking? ^ 

i 

ERIC. ' V ; 




1 


1 ■ 
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\ 


■ . • t. 



vAlsfiSSMBNT - contln^«d\ 



ITEH 



t»6e8 • asses dmant in<?l\ide interview . 
with •Aigpificant others (with woman's 
permission) aloneAc^s a group,, and 
w^lth client? 

4;he8e J.rftervlews include explora-^ 
tii^n of attitu4©8 ^nd feelings 
^^rroiAAtng tljb ifi^t that the^ woman 
has SQfight Jtl^^d^ivnt?^ ^ 

AT* 7iobbie» and oul^lde* lnte3:e«ts 
giyeh the gam* attehtiqh 
hwtorieo? , ^" *" '...f*' 
,,t ^■>* ■ .• V ..-^ > 
l^re ethnlc/"cul^i|i:aly/langaiage con- -t 
jiidai^'^ltio^a gtv6 i^p:^priato atteji- 

tion?^ . . / . , ■ .- \ 

\ . ^ fi^^ ■ . ^ • i^: ,^ « \ 

v.. ■ V ' , 

^bry^ npt INi'tex^i^red ^urlng Vinitik). 
kaseoipen^K/ bujt' t3>^ tof»l<r ariWs , . 
Ara, labe^sT' such a« j^rondskmoua , ' - ' 
ny^^^lOInf»lac,^and>f^^^igi4 'avoidea?. > 



\ 4.. 



^ 




» v .-' 



. . . y 



. ERIC 



Mow do we ste^nd? 



•No 



Don't 




Needs Tm- 
proyement 



I 




NA 



9 



\ : 
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COMMFNTS 
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WOMEN'S TREATMENT SERVICES, ASSESSMENT^HECKLIST 

I' 

TREATMENT SERVICES: This section addresses^ items of particular importance to women clients. Factors essential 

to all alcoholism prdgirams may be omitted but tliey are nonetheless in^jortant, e.g., alco- 
holiilSn education programs and health care for alcohol-related and other conditions. 



\ 



ITEM 



, Are female counselors available? 
Peiwle case managers ? ' ^ 

Are different ^roupp offered toVccom- 
.modate a range of needs and prefer- 
ences (all wc^men, mixed sex, mothers, 
V, etc. J,? - 



<5\ 



^ 16 in<^^\p.dual counseling availabj^e? 

Regarding choice of group and other 
tre&tnfent services, are women: 

^^^Ihf^rmed of the alternatives^ 

T 

i ^ . ^ • 
Xnfomii^a pf the 'pros and cons of 

eafch? V 

Giv^n a clear message that choices 
are not ir>revocabla? 

If ihlx^d gropps are utilized, do they 
have: 



V 



Yes 



Egual representation of^iales and 
females? 



i 



ERIC 



How do we stand? 



No 



Don't 
Kitow 



Needa Im- 
provement: 



r 



NA 




COMME 







TREATMENT SERVICES - continued 



^ 



ITKM 

t ■ 




Mow do we 


/ 

stand? ' 






Yes 


No 


Don't 
Know 


Needs' I»n~ 
provement 


NA 


Balahqed participation of all 
members? 








• 






> M^^le and J[emale coleadors? 














Is child care provided feitheir by the 
agency or by arrangement witi^ appro- 
priate community resources? 






•t 




\ 


J 


Is housing for women and children 
provided, if necessary? 












I 


Is there provision for the treatment 

of children either within th^ agency 

' or on a referral basis? 
> 














treatment times scheduled at 
client's convenience? 














Does your staff Use telephone out- 
^ reach to contact client;? ^^who ha^te 
missed appointments? " \ 








r 






Is transportation to t)ie treatment] 
facility provided for women who n^4d 

it? V ' ' ■ 

Xs appropriate trt^atment available 
for persons witl^ psychiatric ^problems 
(e.q,, pirimary affective dis^ders)? 








< 


■ 

'♦ 
«^ 


.» 

• 

I 


ERIC 








^1 
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. TREATMENT .SERVICES - continued 
ITFM 



Does vocational/caii^aar development 
include: 

Assessment of personal interests, 
status^ goals r aptitude, needs, 
and past experience, with enphasis 
on transferable skills and talents? 

Counseling around fears, concerns, 
opportunities available, personal 
resources? 

Provision of training and place- 
s ment resources? 

; r 

^ Does the program provide for gyne^ 
CO logic exams f birth cphtrol and 
menopause informatipii^ etc.? 

Does the program provide education/ 

V information on health, ntitrition, ^ 
, jsiexuality, etc.? 

Do^es th^' program provide alcohol 
education and ther^y for Significant 
others (spouse/ parents ^ ch'ildf'en, 
relatives / friends, Roommates/ 
lovers)? , / 

. 1 - • ■ <' ■ 

Is Ifhere pjrovision for Icigal consul- 
tation (child custody^ separation/ 
divorce, abuse, financial problems V? 

Do the services of fered jcespond to 
[^eeds of women txcpd minority 
ERJCj^tion^ (cultural/ ethnic, 
.."swSal px:^^erenqe)? 



l(ow do we stand? 



No 



Don't 
Know 



Needs Im 
provement 



NA 



COMMENTS 



u 



V 



TREATMEtiT SERVICES - yontinved 
. c,.4t -. 



ITEH 



How do we stand? 



Yea 



Ho 



Don't 
Know 



Needs Im- 
provement 



NA 



COMMENTS 
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Does the pj?ogram provide personal 
growth opportunities in: 

Assertive ness? 

Problem solving? 

ilnee clarification? 

\ 

pev#l OT|roent of leisure activities? 

I Parenting skills? 

; Other areas as ctetermined by 
; client needs? 

'^Is the message conveyed that while 
iabstin^ce is a goal of treatment^ a 
^^rinking episode does not exclude a 
woman fratn tre*tifi(ient? 

If a woman elects to'^op out of 
treatinent, is she encourageid to 
. return at least once to make plans 
for aftercare? (See also section 
headed AlTTOCAiRE.) . 



It 



7^' 
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WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST 



ARTEFCAPE* : 



The following itdms assume that the client is leaving the agency by mutual agreement of client and 
counselor upon completion of the treatffihit plan. Procedures instituted when a client drops put of 
treatment are dealt with in the section headed Treatment Services. » 



n 
I 

o 



ITEM 



Does aftercare planning begin well be- 
fore the client is jready to leave 
treatment? 

Dp the aftercare activities provide 
the client with a support network and 
sources of help (e.^. , family, friends, 
neighbors, women's groups, to offer 
moral, support, help with childreny 
etc,)? 

Does the aftercare plan include a 
strategy to help the client deal with 
situations identified during treatment 
that have triggered drinkinCf episode? 
in the past? / 



Hag the message been clearly conveyed 
^Wiroughout the treatment phase that 
theAjllent will not be rejected if, she 
^ returns for help after a drinking 
episode? c 



Yes 



How do we strand? 



No 



Don't 
Know 



Needs Im~ 
provement 



NA 



COMM^INTS 



*As defined in JCAH Accreditation Manual for Alcoholism Programs ^ aftercare is'^^the process of providing continued 
<iQ|>tact which will dupport and increase the gains made to date in the treatment process The way this definition 
is applied will depend oh the type of agency. Aftercare for a residential program will differ from aftercare for 
ERylC ^ outpatjient program. 



WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST 



POLIOW-UP: The following items refer to the activities an agency undertakes to collect data on what happens to 
clients after discharge for purposes of evaluating program effectiveness. 



9^ 



o 
I 



.1 

ERIC 







How do %#e 


stand? 




COMMENTS 


ITEM ^ 


Yes 


No 


Don't 
Know 


Needs Im- 
provement 


NA 


Is explicit permission of the blient 
sought for contact by the agency? 












- 




Is the person who will be making the 
contact soflMione the client knows and 
trusts? 








• 






» * 


Has the purpose of follow-up ex- 
plained early in the treatment phase? 










{ 




f 


Has it been clearly specified when 
the agency will make contact and in 
what form? 








% 




r 




»■' 

# 
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^WOMEN'S TREATMENT SERVICES ASSESSMENT CHECKLIST 



OUTRfiACH: An aggressive outreacl> effort is essential tt> draw into treatment the women who have be^n uriorserved in 
the past. To avoid disappointment for the women who respond to vigorous outreach and f ^rustrtxtion for the 
staff 'who may not be prepared, treatment ' services geared t9 women's needs must be ready and waiting. A 
responsive, effective treatment program, in turn, supports and enhances the outreach efforts. Particular 
contact organizations and strategies will vary aVjcording to ccmimunity. 



ITEM 



Timing ^ 

Will outreach efforts and their ex- 
'/ pected results coincide with agency 
readiness to receive and treat an in- 
creasing number women' clients? 

o 

^ Responsibility and Participation 



to 




Is someone, preferably female, desig- 
jiated responsible for outreach to 
women? 

Are women adequately represented in 
the membership of the Advisory Com- 
mittee? 

Are these women utilized to .the utmost 
in planning and implementing outreach? 

^ft^SncgLes/Groupe to Contact 

Do the professional groves contacted 
ii\clude doctors (part4.cularly psychi- 
atrists and obstetric-gynecologic 
specialists), visiting nurses, social 
workers, welfare case wolr'kers, clergy. 



How do we |5tand? 



Yes 



No 



Don ♦ t 
Know 



Needs Im- 
provement 



NA 



COMMENTS 



\ 



Otm^teACH ^ continued * . 



^. 4 _ . 

' * \ 

1 ii'iPii 




How do ve 


stand? 


COMMEMTS 


Yes 


No 


Don't 
Know 


Needs Im- 
provement 


NA 


T ' — 

lawyers, teciohers, court personnel, 
marriage coii|Cselor8 , hospital emer- ' 
gency roonK staffs, etc.?. 


V 






) 






f ' ' ' . ' 
Are workers who may function as refers 
ral a.gejj€3 also contacted, such as 
rescue^quadSf hairdressctrs , bartend^ 
ers, bj^ and day* care center 
dtaff||^ apartment managers, eto^? 


f 




, 1 








Do' contacts with community organiasa- 
tioj^B ' include churcfi groups, parent- 
te^gi^her organizations, employers,*^ ^ 
Iwox unions, business and civic or-- 
gMiizationci; women's groves, profes- 
s»>nal groups, and universities? 












4 


Are contacts regularly ' maintained with 
,tme other alcoholism services agencies 
tp the cotamunity? 


V 










1 

1 N 


1 ^ ^ ' 
Strategies 














Have these educational approaches to 
professional groups been considered: 




• 






• 




^' # Presentation at luncheon meetinge 
of professional groups to stimu- 
late interest? 




- 










• Follow-up workshops' and seminars 
to meet the needs of the target 
group, using continuing educa- 
tion and Inservicb formats 
among others? 












) 


ERIC , 
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OUTREACH - continued * 



ITEM 


How do we 


stand? 




* 

COMMENTS 


Yee 


No 


Don't 
Know 


Nc(edsi Im- 
pxovomonc 




Do formal linkages with individuals 
and agencies include : 




\ 










• Designation of a contact person 
at both agencies? 














e Referral guidelines and proce- 
dures? 














e Training in early identification 
and confrontation techniques? 














• Provision for joint consultation 
on a regulaxf basis? 










- 




Do contacts with contmunity organiza- 
*tio||s include 1 

• Distributing pamphlets, bijochures 
^ fact sheetf, and informational 
materials <»n alcoholism and the 
agency's services to women? 


• 










\ ^ ■ 

\ 


e Hessages to men emphasizing their 
. ' role in early iqeotl flection and 

referrar for/triiitnvent and high- 
^^ligjjUfi,g t|i<? daijgra of ^ro- 

tecting" ihe alpohollq wpman? 








A 


/ 


* 


. • Making ctduqational presentations ^ 

; '^^^ o al|3ot|)Ql and i«omon, 
i^- . . And your' '|>:rogrivn liftrvices ? 












■? .. \ . ■ ' 
■; ' . y ■ % 


Ws>. . ■■ •■ ■.. '.: ■ ■■ : ' • <■ 
^ '' lb Providlno ,fli4t•]^laXs and other v ' 
a$f l«tai^fef ito that ovgwiiMtlons 
1E RI C ^'^^ ti>f 1« owii pr*i*rttat 













1 




How do we 


stand? 


. 4 

• 


Yea 




Don't 
Know 


Needs Hn- 
provc^nt 


NA 


# Offering opportunitieii ^or organ- 
isations to becpme involved In 

* uiits jpxdM-Laiii uiii.^iJti^ii ■ J. UIIU4, ciXo xiig 

and other services? 


> 










\ 

\ 


# Working througJ) staff or former 
community organizai:iona? 














• / r 

• Providing free space in your 

facility for community grov^ps to 
^ conduct their programs in exV ^; 

your clients? 


'r, 










i 


Are efforts made to contact community 
tioi:>s by such effort? asj 












.'1 


J i ' 

Partlclpatioh in health fairs? 














# Setting /up ,h tflObXefor information 
dissemirkation and on-the-spot 
counseling in a supermarket? 

attraatlng people than , two . ) 












V ■ 


* Participating /in community activ- 
iti<^ ii^ generally ^*^*9 providing 
space for voter registration, 
health screening progS'ains , etc . ) 


f 

> 


s 










■'■ 'J • 


e 



























OUTREACH - continued 



.it). 



ITEM 



Utilizing local newspapere and 
radio and television stations to 3 

- place "spot" community service 
announcements 

- advertise 

- present feature articles on the 
program and women's alcoholism 

- participate on local talk shows 

- explore educational teleX^ision 
as a means for conducting 
alcohol education 

• write letter to the editor 



- develop human Interest stories 

- provide artiolesVaiid informa- 
tion to i*ftw.0lfettfr^ and other 
publicatiohd ^i|E>ecial. Iri- 

' terest grpupn, i^oiaen'ii or^an^ 
izations, tichpols^ etc. 



commjmity-a^t-large efforts thr<?u?rtj 
.|Midia and Qthe;r m^ans convey messageil 

"i O . ... . . 

£RiC!iP4*%>in fi^rly identifipation? 



Mow do we stand? 



Yen 



No 



Don't 
Know 



Heads Im- 
p rovewent 



NA 



COMMENTS 



\ 



o 



ITBM 



^ # DesprjLbe treatment available? 

# Ref lept understafndlng of women • s 

issues? ' 

( 

Evaluation 

; Is tp.e outreach program periodically 
assessed in terms of strategies used 
: and intended results? ^ 



How do we stand? 



No 



Don't 
Know 



provement 



NA 
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COMMENTS 



SERVICES FOR ALCOHOLIC WOMEN 



WOMEN •S TREATMENT SERVICES 
ANALYSIS WORKSHEET 



Session 4 
Handout 

1 



Category being considered for Implementa tion or Improvement (pro gram 
planning, as3essment, aftercare, etc.): 



What specific action or actions are needed? 



What major steps must be taken to bring this about? 



^ What resources will be required (time, new staff, training, more information, 
new pjcpcedures, etc. ) ? . 



4t 



Analysis Worksheet - aontinued 



Are thte fundamental program elements in pla9e? Yes 

If no, which one(s) mu^ be established?^ 



No 



Unsure 



What other barriers must be overcome? 



What side effects (good and bad) might be anticipated? 



loe 



C-40 
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PRIORITY SELECTION GUIDELINES 



I 



I KIC 





Pr6Bt)sed Actions 


? « heed more information to 
answer with certainty 














i 


N.A. = not applicable 

r -1 1 . 1 1 * i . _ . 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


Yes 


No 


current budget? 

■■ ^ — ,r 


























If not. aiTft thp n#*r*ft<i<ia yvr f^nnHa 

readily available? 


























• Can the'' action be accomplished 

XI 1 \j \aj mon wflo r 




- 






















Is there a possibility of bene- 
fit to the* agency beyond women ' s 

oCSX VXC6B r ^ 

f 

■ 












s 




* 








- 


On a scale of 1 t9^, 10 (10 being 
mosx. axrzxcuxu; , ao tne ODStacXes 
t<^be overcome rate 6 or less? 




i 






















* 
















I 










*. 














*> 












TOTALS 














—1 













3 



s 



9 
IP 



€0 

8 
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SERVICES FOR ALCOHOLIC *WOMEN SeBsion 0 

Handout 



TASK INSTRUCTIONS FOR SIMULATED APPROACH 



Preparation (allotted time! 45 minutes) 

a. Prepare a simulated approach (about 8 minutes) to the selected 
audience (individual or group) to enlist their involvement in 
further planning. 

• V • - ^ 

b. Since your time is limited^ define your objective narrowly 
ai)d modestly. Don't try to do too much. 

c. Use the Resource Book;, materials you may have brought with 
youL^ and whatever else is at hand to assist you. 

^d. All group meni>ers contribute to the preparation. Each perso^ 
has -a role in the simulation! 

one stage manager to introduce the sirt\ul^ti6n 

two presenters 

one moderator to conduct the feedback session 
Simulation (allotted time: 15 minutes) 

a. The stage manager makes a 2-minute introduction describing 
the audience and the presenters f summarising the events that 
led to this meeting, and stating the objectives of the pre- 
sentation. ^ 

b. The pjresentors conduct the simulation. 

> 

c. The other participants may wear one of two hats: 

# If the approach is being xnade to an individual 
being played by one of the presenters, the par- 
ticipants observe the simulation and prepare, to 
offer suggestions and coiranents at the end (see 
questions under d. below) . -- 



If the prescmtors arj^ modcing their approach to 
a group, four or fivs participants volunteer 
to ^play the role of the audience described by 
the stage manager, listening and reacting as 
they think the audience might, ttomaining par-* 
ticlpants are obaervors. 



10.9 
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Instructions - continued 
d. Th^i inodoratox conduots the b-nunut o 1 oenlbacK possiuJi- 
ABk the pergon(B) wtio made the prt^Hont At i on : 

• Did the meeting go as you had planned? 

• What would yovi do the same next time? 

• Wliat would you do di f fex-ently? 

If the presentation is made to an individual, ask the person 
who played him or hen 

• What was your reaction to this approach? 

• Wliat parts of it increased or decreased your 

• willingneBS to became inyolved in planning for 
and Implementing improved services for alcoholJLc' 
women? 

If yie presentation is made to a group, ask the group members: 

• Are you willing to become involved in planning for 
and implonienting Improved services for alcoholic 
women? 

• If" yes, what aspect of" the simulation was ntost corj- 
vlncing? 

• If not, why not? What might have convinced you? 
Ask the dbserversi ^ 



~ • Di4 the presentation aocoji5)llsh its objective as 
stated by the stage manager? 

* - 

9 Were the facts about women's treatment as presented 
consistent with the information presented in training? 

9 ■ I 

•How well aid the approach fit the setting (agency and 
coimmjnity) as described by the stage manager? 

Ask the entire group: 

• What other cpimnents or suggestions do you have? ' 
e. The trainer will be timekeeper. ^ 
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^ ' ' Trainer Reference 

EVALUATION FORMS AND PROCEDURES 



Forms and procedures for two types of evaluation are provided for this course 
The Instructipn Assessment Form provides feedback to both you and the partici 
pants on the of^fectlveneas of the courser^ The Postcourse l)obrlefing Fonn 
provides you with feedback on the participants' reactions to tho co*rse . 
The use of each form is discussed in tiurn and master forma are incl/ded for* 
duplication. T 



riruction Assessment Form and Procedures 
* Introduction and Rationale 



In^^r 



An assessment form has been designed to help you evaluate th# effectiveness 
^ the course. The form contains 20 items pertaining to program elements y 
essential to consider in the treatment of alcoholic women. Participants^ read 
each item and rate it on .the adequacy with which their agency programs (or 
program plan if they are not yet treating women) address the item. Before 
reading^f urther , look ab the form on page C-5J *o become familiar with the 
iteros^ncluded and the manner of response. 

The assessment form included in this course serves both instructional and 
evaluation purposes. From an instructional standpoint, analysis of parti- 
cipant responses on the form prior to instruction will tell you those elements 
the partialpants consider to be adequately or inadequately addressed by 'their, 
agencies. From this information, you may infer some of the interests and 
A)ncerns the participants br:^ng to training and aiiticipate the content area* 
that may need special emphas:L8. Further, completion of this form will help"^ 
focus the participants' thinking on Bome of the content that will be addressed, 
in training-tT'* V " 

The instructional application of the posttrainincf form Jt>ecoiAes apparent when 
participants compare ^eir preinstruction and postinstruct^on responses. This 

activity will provide participants with feedback on how and to what extent 
their perceptions? of the adequacy with which those items are being addressed 
have changed. K discussion with, partieipants on what changes,, if ai^, they 
m^e in the^r ratings and why will give ypyi an opportunity tb clarify any 
misconceptions that may have developed during training and gives participants 
an op|^rJunity tfr^^eview the key points i>resented during the training sessions. 

From an evaluation standpoint, tabulation and analysis of responses of 9II 
participants bothj before jtfid after instruction will provide you with, informa- 
tion on the irtfttiAictional outcomes of the course in terms of the primary 
goals J to help petrticipants i^entl^y program elements considered ' 
ln^)ortant 'for womAn ' s , treatment and' to provide a structure for them to 
ident^lfyr and Ise^in planning for appropriate changes in their own agencies. 
It is expected that participant responses on the adequiicy scale will shift 
to the left (less, adequate) as. they become more aware of the details involved 
In some aspects of women's programming. Procedwres for cpn^l^ting this 
tabulation ^ijd analysis after Session I and at the end Qf the workshop are 
explained b49finnlng on page c-46. 



4^;, explained beginning on page c-46. a * . . 



Tabulating th« Bgi^gponBeB 

A master form for tabulating participant responses is cont^i.»od on 
page C-57 The double line marking the average rating (3) is Included 
to highlight rating, that depart from tl^at point. To perform the tabu- 
lation procedure, it will be necessary to duplicate 20 copies of the 
tabulation form, one for each Item on the Instruction Assessment Form. 

To tabulate the pr^workshop forms: 

1 Number oonseoutively each form ooii«>leted by a participant in the 
apace provided in the top right hand comet of the. second page. 

2. • Enter the n^imber and text of the 20 items on the Instruction Assess- 

ment Form on tlie tfli)ul<ition form, one to each form. 

3. Racord the first participant's responses to the first item in th? 
first column with an X. Record all participant responses to item- 1 
In the sam^ manner in succeeding columns, matching v^articipant number 
to column nuirtber. ^ ^ 

4. Record responses to- the s,Kjond item in the same way on the second tabula 
' tlon .form after entering the number and text of the item at the top of 

I the page. * 

- 5. Follow this procedure ■ for all items. 

The identical p^rocedure is fo'lloied for tabulating the post workshop re- 
sponses except that the responses are indicated by an o. 

Interpreting the Rgaults j ' . ) 

A complete tabulation has'b^en made for a set of hypothetical participant 
responses to item «1 of lEhe Instruction Assessment Form and appears on 
page C-49. PrevjprKshop responses w displayed on t^ia -tbp graph Both - 
pre and post responses are displayed on the bottom graph. Ati interpreta- 
tion of this tabulation follows. 

on tt«n 'l, Co««itapent of .Policy and Decision Makers and Staff to Improving 
Sait^nt of women, siK participrfhts rated it 3 (average) 
oarticipalnts rated it above i, and eight rated it below 3. Aft might be 
^«>ecte^ agencies witk no commitment t^o improving " ' 
uSlk^ly f send staf <to a workshop on jj|yopic. "^^^^^^^ \f 
that almost two-thirds .of the ^roup ratefi^^equate or above is not 
^ SSrJ in?! >^e belp/Vr.tings may reflect the fact that at this time 
pnfy 4 siwil nuitS^ef. of staff in an agency are convinced of the importance o 
Improving 3^<sn^B treatment services. ^ 



ll2 



/ 



1 • 

'Jl'he post. I rain i reHpoiise^ show a Hlii]ht, naiiowinq ol ieHi)onHeM towaid 

the center. One rating of 5 appears on U>e post wor-ksliop form compaied — ) 
to two on the preworkshop forv(\. Similarly, at the other end of the spec- 
trum, only two ratings appear at 1 on the post form compared witl^ three on 
tlie pre form. ^ 

A look at individvml iihi;:^lcipant repi)onses .shows some minor shifting In 
both directions. Five partX&ipantH rated this item lower on the jx>st form; 
five participants rated it higher; to(^^ participants rated it tlie same, 'llie 
ratihg increases may be attributed to the increased personal commitment 
of those staff members who attended the workshop. The rating decreases 
may be attributed to a realization that either more staff must commit their 
support to program changes or the level of commitmentTtfcst be strengthened 
for sustained support of program changes. Tlie overall Afeutral response 
to this item may reflect a g^eneral appreciation for the difficulties of 
securing support for any change, 

V ^ ) 

Clearly, this example illustrates the need for the discussion tKat follows 
the participants' compjirison of responses. It' 1^3 during this discussion 
that the information for a majority of the interpretations of their responses 
to the items wil-1 emerge. * ' ^ 

I'bstcourse- Debriefing Form , ^ 

) ^ . 

A written debrief i^ng at the end ot training helps you to assess the 
participants' perceptions of the relevance and utility of the entire ^ 
training program and their overall reaction to it. A sample Torm is 

provided beginnir>g on page C^I^^; Participants sK^ld con^lete the de- ' ^ 

briefing form after the l&iscussion of theii; responses to the Instruction 

Assessmeat Form, It requires approximately - 10 miiiutes., ^ / ' . 

A Final ^ote , ' ' \ 

Completion of the evaluation procedure will benefit both you and the parti- . 
olpants. The course developers at NCAE can also benefit If you share .with 
them the results of the evaluation process as well a^ ybur experience In ^ 
delivering the course. This feedback gives us some notplon of the extent^ 
to which the course Is being used, who is using It to deliver training, ' 
who is attending the ",course, an^ what suggestlohs youi^ave for making the 
course* better . . / / 

Pleade address, your remarks, and the tabulated responses and debriefing ^ 
forms if you wIeJ^, to: " 



Evaluation Division 

Nations^l;,pehter for Alcohol Educati<5Ti 
1601 Udpfcli Kent Street 
Arlington, Virginia 22209 
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INSTRUCTION ASSESSMENT TABULATION FOl^M 
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SERVICES FOR ALCOHOLIC WOMEN; FOUNDATIONS FOR CHANGE 

, ■ ■ ■ ■ ' ^ 



Instruction Assessmeht Form 
. . ^ 



c 



.. ■ ■ / 



Name : 



r 




f 



I Nnml)or 

Ti <>W(>i k.'lhop 




SERVICES FOR ALCOHOLIC WOME>^: FOUNDATIONS FOR CHANGE 



Instruction Assessment Fortn 

Dlrectlona; Each of the 20 items listed below appears to be import^int 

to consider in planning ^nd delivering treatment sei^^vices to^ 
alcoholic women. Read each item and decide how ade^u^^^^^ 
your agency program is addressing tliat item. Then on the 
table below the item, circle the number which best indicates 
your judgment. (If your agency does not yet provide services 
\ for alcoholic .^women but is planning to do so, make your judgment 

I in terms of the adequacy of the plans to address each item.) 



1. COMMITMENT OF POLICY AND DECISION MAKERS AND STAFF TO IMPROVING TREATMENT 
FOR WOMEN. 

Very. X 

Inadequate Adequate 
1 * 2 3 . 4 

2. USE OF CENSUS. AND OUTCOME DATA FOR PROGRAM PLANNING AND EVALUATION. 

^ Very 
--■N, Inadequate Adequate 

1 2 3 4 5 

3. COMMUNITY ASSESSMENT TO DETERMINE NEEDS OF WOMEN PRECEDES TREATMENT 
PROGRAM PLANNING. 

'' Very 
y Inadequate — Adequate 

X 2 3 % ' 4 ' 5 

4. WAliE/FEMALE STAFF RELATIONSHIPS DEMONSTRATE MUTUAL ^E^ECT, EFFECTIVE 
PROPI^ SOLVING, CON^SJTRUCTIVE RESOLUTION OF CONFLICT. 

' Very 
1 Inadequate AdeqtiAt^ 

— ^ 1 ^ 2 3 4 5 

5. WOMEN ^isTApj' HOLD POLICY AND DECISION MAKING POSITIONS IN THE -AGENCY. 

5 .V . Very 

Inadequate i ' ' Adequate 



3 
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TRAINING ON WOMEN'S ISSUES IS PROVIDED FOR ALL STAFF 



/ 



Inadequate 
1 



4v 



Very 
Adequate 



STAFF TRAINING PRECEDES IMPLEMENTATION OF PROGRAM CHANGES. 



Inadequate 

1 2 
8. CHILD CARE IS PROVIDED OR ARRANGED. 

Inadequate 

1 2 



Very 
Adequate 



Very 
Adequate 



9- FEMALE COUNSELOftS PROVIDE INDIVIDUAL ;VND GROUP COUNSELING FOR WOMEN* 



^ Inadequate 
1 



1 Very 
^ Adequate 



10. FEMALE STAFF REFLECT CULTURAL AND ETHNIC CHARACTERISTICS OF WOMEN 



BEING SERVED, 



Inadequate. 



Very 
Adequate 



11- ASSESSMENT OP Btbc USE INCLUDING PRESCRIPTION AND OVER-THE-COUNTER 
MEDICA^riONS . 

Very 

Inadequate ' Adequate 

.1 2 3 4 5 

V 

12. DIAGNOSIS AND TRBATMENT OP ACCOMPANYING PSYCHIATRIC DISORDERS. 

Very 

Inadequate Adequate ^ 
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ADEQUATE ASSESSMENT AND TREATMENT OF HEALTH ' PROBLEMS INCLUDING 
GYNECOLOGICAL . 

Very 

Inadequate Adequate 
1 2 

PROGRAM PHILOSOPHY AND PRACTICES ENABLE EACH CLIENT TO MAKE HER OWN 
DECISIONS/CHOICES REGARDING TREATMENT. 

Very 

Inadequate Adequate 
1 2 3 4 /5 

OPPORTUNITIES FOR PERSONAL GROWTH ARE PART OF TREATMENT (e.g. 
ASSERTIVENESS TRAINING, VALUES CLARIFICATION) . 

Very 

■ " Inadequate Adequate' 

1 2 3 4 5 

VOCATIONAL COUNSELING, TRAINING, AND RETRAINING ARE PROVIDED. 



Very 



inadequate ^ Adequate 

1 2 3 4 5 

STAFF ARE COMPETENT AND CONFIDENT TO HELP CLIENTS WITH MISCONCEPTIONS, 
LACK "of1:NFORMATION, and PROBLEMS RELATING TO SEXUALITY, 

Very 

inadequate Adequate 

. i. 

1 2 3 4 5 

A CAREFULLY PLANNED AND EVALUATED OUTREACH PROGRAM DIRECTED TOWARD 
WOMEN. 

•V^y 

inadequate Adequate - 

% 

.1 2 3 4 5 

TREATMENT PROGRM4 IS IN PLACE BEFORE OUTREACH PROGRAM IS VIGOROUSLY^ 
IMPLEMEIfrED. 

inadequate ' ^^'^ Adequate 

i ^ 3 4 5 



/ 

/ 



TRAINING AND ON-GOING CONSULTATION TO STAFF MEMBERS OF OIHER HEALTH 

AND SOCIAL SERVICE AGENCIES SERVING WOMEN IN IDENTIFICATION ANf) MANAGEMENT 

OF ALCOHOL-^RELATED PROftI>EMS . 



Inadequitte 
1 



AdequaLa 



/ 
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INSTRUCTION ASSESSMENT TABULATION FORM 



JTKMt 



X = Preworkshop Response 
Q = Posl^workshop |lespons6 



Participant Number 



O 
I 

Ul 



8 



,10 



11 



12 



13 



14 



15 



16 

: — r— 



17 



18 



19 



20 



21 



22 



23 



24 



25 



Dat^e: ^ .Stasia ion 7 



SERVICES FOR ALCOfpLTC WOMEN r FOUNDATIONS TOR CHANGE 

rostgourae Debriefing F orm 

!• Looking back over the ent^r^ coyrse, please rate the following items 
by circling the appropriate number. 

a. Relevance of content to your needs: 

Very Fairly Not 

Relevant Relevant Relevant 

1 2 3 4 ' 5 

b. "Mix" of intellectual materials with examples or applications: 



f 



Very - Fair Poor 

Good Mi^ Mix Mix 

1 2 3 4 5 

c. Trainer team performance: 
* 

Very 

i^ood Fair Poor 

1 2 3 4 5 

d* Coiirse environment (site, accessibility, materials, arrangements, 
etcj I 

Very Not 
Appropriate Appropriate Appropriate 

1 2 3 4 5 

e. Opportunity to inform course staff and other parti cipant/i' of your 
changing needs , views / etc . i x 

Amplfe Opportunity Sji^me Little or No Opportunity 

To° Be* Heard Opportvinity to Express Myself 



«3 
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f • Amount of new Information: 

All New .Sonu^ Nuw No Now 

Infoiinailon Tnfotnvitlon Tnlt^tm^it ion 



- Y ■ , ' ' ' ' . 

g. /^^leaae rate thfe course as a 'wholes 

VeVy Good . Vaii Poor 

1 2 .34 b 

2. During thevcoxirse, what presentation or activity was most rewarding 
to you? ^ ^ 



Why? 



3. During the course, what presentation or activity was least rewarding 
to you? * 



Why? 



4. Please rate the value of the- course materials t^ you by circling the 
appropriate ' number . • 

Fairly ' ^ Not 

Valuable ' Value^le ' Valuab^ 

1 9 4 5 

Factors To Consider ^ \ 

in Designing Treatment } 

Services for Women ' , < ' 



''(Session 2) 



/ 



Assessment Checklist 1 2 3 4^ 5 

(Sessioh 3) ' > ^ 



Resource Book 



J 
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In your view, how clearly w;ere the cent se*^ goalg and objectlvos stated? 
Very Clearly Clearly Not Clearly 

1 2 3 4 b 

\ 

Rate your achievement of the stated goMls and objective£i: 

- ?' 

High Moderate Low 

Achievement Achievement^ Achievement 



List any unanticipated benefits you received from attei^^ing thie^, 
program: 



Please coimnent on ^iny aspect of the training that it^^ot covered in the 
previous questions (accommodations, meals, support staff, sequi^nce of 
events, woi^k load, etc.) or about which you wish to make additional 
remarks : 

, „ , . — . — - ■ , » , 



/ 

I 



Would yoy recommend this course to others^ like yourself? 
Yes ' No Explain I _^ 
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(PROGRAM OVERVIEW:Wtinu«<j fro» ImiidQ front cx>vor) 

when pariHclpanta rMur« to th^ir Aqonclen, it cx>nt^inJ9 
J - articles, bibliographies, augtjostlons fi)r cll€^nt nrnj^r^^ 

ment and program evaluation. Ideas foj ctiild c«ie and 
nutrition services, and lists of resonrceB for staff nmX 
client education. 



Target 

Audience: 



The prograsi is designed for teams of two people frxm the 
same ngency, one with dec is ion -making responsibility for 
treatment services and one who is designate v^omen's 
treatsMnt coordinator, a board or advisory *group mesiber, 
a staff member .with particular Interest or experience 
in %#osien * s treatment . ' 



Group 

Size: 



The optimum number of pirtlcipants for suuci8nnM>artiGipa- 
tion and interaction with trainers and each oMiier is 20, 



Trainer 

Quail f1 cat tons; 



Methodology: 



Time' 

Requirements 

Special 
Note: 



Further 
Information: 



Two trainers, one fesiale and one mal^^ are recosoMnded. 
Botih should be well versed in women's issues and effective 
alcoholism txei^l^nt for women, as well as experienced 
gro^ facilitatfiirs. 

Small group exercises; large and small group discussioni 
lecturette; brainstorming. 

Approximately 16 hoyrs tota^ training time oyer 2H'days; ^ 
sessions range in length from 1 to 3 ^urs. 

WONEN IN TRBATHBNT II developed by the Naftional Drug 
Abuse Center for Training and RssoXirce Development is a 
parallel coursfe for counselors who provide direct treat- 
ment services to women ^ith problems r^latad to Alcohol, 
drugs, or both. I^Lqueate for MOMEH IN TRBATHBMT should 
Jt>e directfNft thtovgh State Training Support Program 
offices or Regional Supjport Centers of the MationaX Train- 
ing 4pd Manpower System sponsored by the National Institue 
on Drug Abuae. 

SEFVICBS FOR ALCOHOLIC ifSMKN was developed by the National 
Center for Alcohol Eiduca^ion. For ftirther information, 
additional Mtterials, or assistance in the use of these* 
matexSlils cjox^taott 



National CenteA for Alcohol Education 
1601 North Kent) Street 
Arlington, Virginia 22209 



^ Telephone! (703) 527r5757 
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Fmindatlons for Change 



SESWN OUTLINE CARDS 



0 



Developed by ' 

Natlona^^^pwiter for Alcohol Education 



V 



us. mmmmi of health, cducation, and welfare 

l».ubric Health Servlc(? ' 

IMcohoV, Drug ^buse, and Mental Health Administration 

National Institute on^-ATcohol Abuse and, Alcoholism 
S600 Fishers Lane ^ 
1teckvfl^«^ Iteryland 20857^ ,1 * 
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Thest MttrfaU mrt developed by th« National C«nt«r for Alcohol Education. For further 
Infonaatlon* additional materials, or asslttance In the use of tlltse mateHali contact: 



National Center for /H^ol Education 
1/BOl North Kent Street ^ J ... . 
Arl^nston, Virginia 22Z09 

■ r Telephone! (703) 527-S757 ' ^ 

This publication mi prepared by the National Center for Alcohol Education under contract 
nuMber AON 281-78-0005 frtM the National Institute on Alcohol Abuse and Alcoholism. NCAE Is 
administered for NIAAA under this contract by University Research Corporation. All statements 
herein do not necessarily reflect the opinions^ official policy, or position of thte National 
Institute on Alcohol Abuse and Alcohellsmt Alcohol, Drug Abuse, .and Mental Health Administra- 
tion; Public Health Service; or the U.S. DefMrtment of Health, Education, and Helfar^ 
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SESSION 'ONE: INTRODUCTION AND PROGRAM OVERVIEW. 



Session Purposes 



Vhe goals of this session are to establish an atmosphere conducive to learn-., 
ing and to familiarize participants vyith the rationale for the course and 
with the sequence of training activities. 

■ ■ 

By the end of this session, the participants will be able to: 

• 

t Identify other participants by name a^d by oth^r information 
the| will have given about themselves. 

• Explain the ratfionale for the course. , - 

• Locate in their materials the course goal, obj^tives, and 
training activities schedule. 
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SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW 



Session Sequence Overview 

I. Introduction (1 hour, 15 minutes) 

II. Rationale and Overview of the Training Program (1 hour) 
III. ' Where Are We Now? (45 minutes) v 

' Total time: 3 hours 



{ 
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• SESSION ONE: INTRODUCTION AND PKOGRAM OVEf^IEW 

Methods,, Mojerials, Equipment ^ 

METHODS . ,' 

• Small gr^|e£e»»€lse^; large group discussion ^ 
MATERIALS \ 

• Instructions for Introduction Exercise (one pe^* participant) 

• Instruction Assessment Form (one per parti cipjfit) 

• Participant Roster (one per participant; prepared on s,1te) 

• . Indicators for Change In Women's" Treatment ( Resource Book, p. 3) 
#. 6oa1 and Objectives (one per participant) 

• Schedule (one per participant; prepared on site) 

o • • • 4 
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EQUIPMENT ^ . 

• Name tags; markers of various colors (one for every two participants) 

• Fllpchart; fecH-tIp pens; masking tape 

• Watch with a second hand ^ 

MEETING ROOM ARRANGEMENT 

^ *t Chairs In a horseshoe arrV»gen»"t ^" » '^oon' large enough to regroup 
'the chairs for three groups of five to seven people- each. 
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SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW 

Session Sequence 



I. INTRODUCTION (1 hour, 15 minutes) 

A, Make welcoming remarks tailored (5 mtnutes).. 

Introduce yourself and cotralner briefly/ Including iiatT^ 
In workshop, and how you came to be a trainer In this program. 

, , 2. Include directions re^aHIng location bathroom, avail ability 
of coffee, and other, administrative details as necessary. 'i] 

■^t' 3, Confirm the statemfehts In t^he pr^tra1»{lng Information sent to . 

participants that thjs course J s for a'gertcles wishing to start 
providing treatment' for wbmi^n^ as part of an ongoing, program 
^nd for agencies, already treating women and wanting to change, 

% or add to thf offered sery Ices In some way. 



Completion of Instruction Assessment Form (10 mlni^es) 

1. Distribute one form tp each participant and make these points 

a. We want to collect some Information which will tell us 
how well this training program helps you achieve the 
goals It was designed to accomplish. 

b. Take about 10 minutes now to fill out the form following 
the printed directions. Fill In your name In the space 
provided on the cover sheet and. check "preworkshop" In 
the top right corner of the second page. 

c. You will complete an Identical form at the end of train- 
ing and then compare your pretralning and posttralning 
responses* This comparison will provide a basis for 
determining how your perceptions of alcohol Ism tir^atment 
for women have qr have not changed during training. 
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SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW 

Session Sequence 

i 

\1. Collect the ^orms and reserve them for Session 7. (if time 
i ' permits or, sfll^Mne Is^avallable to assist you, tabulate the 
responses befor^ O e sr ion 2 to give you someVldea of partici- 
pants concerns. Directions for tabulation are contained on \ ^ 
page C-46 9^ Trainer Manual . ) ' 

C. Participant introduction. (40-50 minutes) ^ ^ 

1. Pass out blank name tags and markers* 

2. Ask participants to write in large lett^s the name by which 
they would like to be addresse^durijjg tKe training program. ' ^; 

3. Distribute the Instructions for Introduction Exercise and 
read through it; answer any questions about the procedure. 
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NOTE: Explain that indicators for change in wonien's services are not 
the changes themselves but rather the situations or events 
they have observed or experienced that tell them women's 
V treatment ^services are not as good as they could be. For ex- 
ample, anindiftator for change might be the difficulty of 
getti ngf women *with young children into treatment; providing 
child'-ra^re services is a possible change that would address 
that indicator. The idea is to avoid, for the nwment, stating 
,..-H*^blems in terms of possible solutions. 

' - ^ r"^ 

4. Ask participants to select a partner and begin the interview. 
Remind them when 5 minutes have passed to begin the second 
interview. 

I 

5. Reconvene the group in a largft circle and distribute the 
roster of participants, suggesting that they follow the 
roster as introductions are made to help match names and 
faces.' * • * 
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SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW- 

Session Sequence . \ 

6. Ask the person on your right or left to begin the Introductions. 
Remind them of the 1 minute limit. Comment briefly on partici- 
pant remarks where appropriate, keeping an InTonrtjil, friendly 

tone. * * f ■ ' 

( ff ' 

7. Ask the dotralner to record^ (1) indicators of need for change 
In women's alcoholism treatment programs, and (2) participant 
expectations- of the course on t^o separate fUpcharts as par- 
ticipants state them. 

8. Thank participants and tell them that the Indicators and ex- ^ 
petftatlons wllVbe reflprred Jo In the next program "activity. 

. II. RATIONALE AND OVERVIEW OF THE TRAINING PROGRAM (1 hour) 

J 39^ A. Rationale for t»|r~ipuiie. (20 minutes) 

' 1. Ask flartlcl pants to review the list of Indicators for change 
o - that was developed In the previous activity. 10 

ERIC ' 



Invite the group to help ellmlnJite duplicates. Identify 
Jpatterns or general 1 rations, artd ifwke^ anj) additions to the 
original list that may l&e prooipted by further thought ^nd 
discussion, , 



Distribute the R^^ource Book,, exjrlaining that it contains s 
reference material, articles, and other material that will be 
used during tfii^lning and that may also be useful to them and 
to 'other staff rfifembers who will be working on planning and 
delivering women's V^atment services. 



Refer participants to Indicators for Change in Women's 
Treatment ( Resource Bpok , paie 3 ) and give them a few i 
utes to read it over a^d loplc for similarities and diffi 
ences in the list they constructed. 

Taking each of the major categories in turn (Official P 
oritles, Status of Research, etc.), ask participants to 
Identify items from the fllpchart list that paralleT>^r 
supplement the items on the Indicators for "Change lisfv 
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SESSION ONE: INTRODUCTION AND PROGRMTOVERVIEW 



Session Sequehce' / 

/ , 6. Discuss possible reasons ^muiWerences In the two lists: 

\ . • 

a.. One Is from a national perspective, the other a state, county, 
or individual^ agency. 

' ' . I ' 

\ b. The printed, list represents aggregated data; the fllpchart 

list tends to be discrete events^ i . 



c. The pVlnted list Is generalized; the fllpchart Items "maj 
. be wore particular. 

7.' Summarize the discussion with the following points: 

a. The evidence Is substar\t1al that the treatment services for 
alcoholic women are not sufficient to serve the numbers of 
women lylth alcohol l€m. 

141 



/ 



12 



b. The services that are available may not be responding 
adequately to women's needs. 

c. A number of. people. Including yourselves, as evidenced 
by your presence here and the list you developed, have 
recognized these discrepancies and are looking for ways 
to reduce them. 

d. iTherefol^, though research data are limited and a number 

of Important questions remain unanswered. It seems worth- • 
while to convene a group such as this to examine the 
state of the art In women's, alcoholism treatment, analyze 
existing programs, and consider how to make them more 
responsive to women's needs. 

8. Ask for any questions or coninents. ^ 

Course Overview. (25 minutes) 

1, Distribute the Goal and Objectives and Schedule to each partic 
pant (or 'display them on a fllpchart, as you choose). 
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Session Sequence 



SESSION ONE: INTRODUCTION AND PROGRAM OVERVIEW 

(. ■ 7 



2. Revl^w^e Goal and Objectives briefly, reading the /^oal or 
asking a participant to do so, and paraphrasing the/objec- 

" ttves. Answer any questions. 

# \ 

3. Next, using thr^schedule of actl^^ltles, walk through the 
course, brijrffy mentioning the topic and describing the 

^ related^;i«irn1ng< activities. Answer questions. 

^ " 4. WltfTthe participants,* examine the list of expectations 
\ >y developed during the Introduction Exercise. • 

a. Which Items, If any, have not been addressed by the 
Overview and the subsequent discussion? 

b. Of those, Indicate which ones will be met^ln the training 
' 4 AO program and which will not. For the latter, suggest ways 

11 4 those expectat16ns can be met, perhaps on an Individual 

basis, and explain why they are not Inducted In this 
workshop. 1^ 
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5, Post the "expectations" list on the wall for reference In" 
' the closing session, 

f 

III. WHERE ARE WE NOW? (45 minutes) ^ 

A. Introduce the activity. (10 minutes) 

> I 

1. The previous activity highlighted personal and national events 
and data Indicating that changes are needed In the treatment 

' of women alcoholics. 

2. This next activity will add other dimensions to this picture 
^ by gathering your perspectives on three Issues: possible 

/■ reasons Why wo^^n alcoholics may have even more difficulty 
entering treatment than men alcoholics; why treatment pro- 
grams have ^iMfff less responsive to women's needs ;> and your 
present thinking on what might be the focus of change In your 
own agency (outreach, treatment, staff training, totil program,' 
etc.); . 

B. Give the foil owl r\g Instructions: 

1. Work^hg In three groups, you will shajre your Ideas' on these 
thrree Issues* v- » • 

" - 15 
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INTRODUCTION AND PR06^^AM OVERVIEW 



Ses^on Sequence ru^ s ^ 



2. Each group will discuss cJie Issue, and present a Nummary of 



e, 

that discussion for the dther groups to react and add to. 

tlsk A 



3. Ten m1>u|tes Is allotted for the tAsk and five minutes for^ 
the present^on and large group discussion. y"^ 

C. Divide participants Into three groups and direct them to locate 
far enough from other groups to work undisturbed. 

D. Participants yyork in groups. -flO minutes) 

E. Convene participants in a large ^oup; (20 mtnut4s)-f 
^ - 1. .Each group presertts in turn. 
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2. After each group, presents, invite questions or add1t1or\s from 
\ other participants. Ask tl)# presfentor to add suggestion from 

tt\e oipoup to the list he or she has presented, w , 

f ■ . . ' ■ ■ ■ • / 



3. Reserve flipcharts for Session 1* • , ^ 
Close the session. . (5^ minutes) * / ' -r 

1. Review major activities In relatlon^^X) session objectives 

2. Refer to fllpchart) list of Indicators fi^r change, possible 
barriers to treatment for women, and proposed changes as a 
-sunmary' of "where we are now."^ 




3. Subsequent sessions win focus -an_wWit factors need to be 
taken Into account when designing a^ women's program, a 
process#or Identifying /fieeded changes In your agency pro- 
gram or p]tn> and organizing and practicing an approach to 
- Inyolving others 1« your agency and community In bringtng 
those changes abctrx. - ' _^ 
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE 
~1 ^. « . • r» WOMAN'S PERSPECTIVE 

Session Purposes 




The goals' of this session are to establish the Important elements of an 
alcoholism treatment program, present the essential elements to consider 
In planfking alcoholism treatment services for women, and present a 
rational^ fof* the aspects of treatment particularly relevant ft women.. 

By the end of this sessldn, the participants will be able, given the major 
categories of* a comprehensive alcoholism treatment program^ t,o list at least 
tvto elements of each that are considered Important In treating womeh wm»' 
alcohol -related problems. \ 



J 

J 
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SESSION TWO: ALCOHOL I SM^^ATMENT FROM THE 
WOMAN'S PERSPECTIVE 



. Session Sequence Overview 



I. Building the Foundation (1 hour, 30 nOnutes) , 

^Uv Factors to Conslc^gr In Designing Treatment Programs for Women 
(1 hour. 45 mlnptes) . ^ 



Total time: Kours, 15 minutes 



FRir 
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE 
WOMAN'S PERSPECTIVE 

Methods; -TVIaterials, Equipment 

METHODS - 

• Small and large groups discussion; small group task; lecturette, 
MATERIALS , ' 

t Sample Items for Client Perspective and Treatment Support ( Trainer 
Manual , pp. C-4 and C-5) 

• Definitions of Program Categories ( Resource Book , p. 4 

• A Context for Looking at Women Alcoholics ( Trainer Manual, p. C-6) 
; ' ' ■ • '■ 

• Factors to Consider In Designing Treatment Programs for Women 
Resource Book, p. 11) < • 

Instructions for Small Group Task (one per participant) 
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EQUIPMENT 

f FUpchart or fUpchart paper; markers; masking tape 
MEETING ROOM ARRANGEMENTS " 

t Chairs to seat all participants In a horseskOfe arrangem^ht 
• Seating and space for four small ^groups to work undisturbed. 
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Session Sequence 



SESSION TWO: ALCOHOLISM TREATMENT FROM 
WOMAN'S PERSPECTIVE 



: ■ I ■ 



I. < BUILDING THE FOUNDATION (1 hour, 30 minutes) 




A. 



Introduction (5 minutes) 

], The primary focus of this course is the treatment of women. 
However, we do not want to lose sight of the fact that our 
basic concern is the promotion of recovery from alcoholism. 



2. To establish a >;ontexx for examining the elements of a treat- 
ment program specific to women, we will first establish^the 
b?\s1 c el ements of any al cohol i sm treatment' program- -the f i rst 
pHnclples, so to speaki Independent of sex,* locale, type of 
fjrii,t (detox, inpatient, outpatient, halfway house), agency 
siie, or other variable that may define a particular program. 

S. Once thH is done, we then have a frtimework for identilxing.,, 
and organizing women's needs in tenns of those elements f • 
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f • ■.• 

Give directions for the activity. (5 minutes) 

1.. You will work in four groups. )^ 

2. Each group will develop a list of items representing what 
"good" alcoholism treatment program should look like. For 
example, ope element of a "good" program is a record keeping 
system that provides Information for ^making decisions about 
program effectiveness; or, a good program begins aftercare 
planning with the client well before the dat^ of discharge. 

3. Consider these guide il|(nes as you work. 

a. Do not Stop to discuss or criticize ^ny item. That will 
come later. On this first pass. Jot 3own^ideas as they 

' at*e contributed, as fast as you can. 

b. '''tfytto coriicentrate on the minimum essentials, the "bare 

bones," the "that wIthout/whIch" there would be no al- 
coholism treatment program. f 
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Session Sequence 



SESSION TWO: ALCOHOLISM TREATMENT FROM THE 
WOMAN'S PERSPECflVE 



c. When no more Hems are being contributed, reexamine the list 
and divide the' Items under two headings. The< first heading, 
client perspective, will contain all the Items that affect 
the client directly, such as, conveniently locafted facility 
/ ^nd provisions for medical care. The ^econd heading, treatment 

' support, jfTll contain all the Items that affect the client < 
Indlrectlhr, such as clearly stated agenfy philosophy and 
goals and\ written pol-|c1es and procedures covering all 
aspects of program operation. ' \ 



d. ''As ybii classify the Items, clarify confusing Items, delete 

dupH^tlons, and make additions as Indicated. 

e. j You wnr\have approximately 15 minutes to brainstorm, and 

15 minutes to refine and classify. 



♦ f. Select someone 



^Q-fJ^esent the lists to the total group. 
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4. Divide participants Into four groups; and provide with fllpchart paper. 
C. Participants work on task. (30-JO minutes) 

1. Circulate among groups to answer questions and be sure they are 
on the task. « ^ 

2. Volunteer to act as timekeeper or suggest that each group select 
a timpkeeper. 



3. When time -Is uff, reconvene the large group. 




D. Groups present their lists. (20 nilnutes) 



l.> Ask for a volunteer to present t;he "client perspective 



list. 



# - « ■ 

2. Ask for questions or commentis from participants. 




3. Ask a member of the second group to point out any Items that 
grbup has listed that ^he first group doesn't have. 



/ 



4. Invite the third and fourth group to do the same. 
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE 
' WOMAN'S PERSPECTIVE 



Session Sequence 



NOTE: 

f 



6. 



Direct each group to amend Its list to Include the Items 
suggested by other groups. 



Some disagreement may arise about the appropriateness of a 
given Item. Ask participants to discuss each disputed Item 
In terms of the guidelines stated above (minimum requirement; 
client perspective; not reflecting a variable such as agency 
size) and put It to a majority vote. Advise the group that 
the goal Is a working list, not a^deflnltlve list. Sample 
Items for client perspective and treatment support are listed 
In the Trainer Manual (pp. c>4 and C-5). 



Following the same proceduve, lead the groups through presen- 
tation and melding of their second list (eleme(fts of treatment 
support). Ask for a different volunteer to makeUhe first pre- 



sentation. 
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7. Invite comments or questigns ,on the two completed lists. 

Refer* participants to Definitions of Program Categories. 
( Resource Boojc , p. 9 ). 

1. Explain to participants that this Is an arbitrary set of 
headings by which to organize the items they have identi- 
fied under two larger headings, client perspective and 
treatment suppoH. 

2. Initial visit, assessment, treatment, and aftercare are 
clearly related to client perspective. Outreach, staff 
issues, and program planning are indirectly rflatetl to the 
client and therefore apply to treatment support. Follow-up, 
though involving the client directly, is done primarily for 
agency purposes and therefore is classified as treatment 
support. 

3. Invite comments af)d answer any questions about the categories 
j and the definitions. 



1 . * 
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Session Sequence 



SESSION TWO: ALCOHOLISM TREATMENT FROM THE 
^ WOMAN PERSPECTIVE 



F. Give instructions for small groupvtask. 



1. You. will form the same four groups. ' 
?. Each group will be assigned two categories. 

3. For each assigned category, identify the items from the lists 
just completed (olient perspective or treatment support) 
that fit unden that category. >^ 

4. Assign categories. , 

' \ 

NOTE: Assuming that ther^ are four groups of participants, make arssign- 
ments as follows: group 1 - initial* visit and outreach; group 2 ^ 
program planning and assessmerj^; group 3 - treatment and staff 
issues; and group 4 - aftercare and follow-up. 

■ 157 • ^ - . 
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5. You win have approximately 15, minutes to work. 

6, Ask for questions and be sure the task Is understood. 
Participants wotk on task. (15 minutes) 

1. Circulate to answer questions that may arij^e. 

2. When time is up, r^onvene the large grouifcA 
Groups present their lists.' (10 minutes)V 

1. Have groups present in the order in which the categories 
appear on the definition sheet. 

2. Ask participants to hold comments until all lists have been 
presented, 

3. As categorized lists are presented, cotrainer checks off the 
the items on the original list. - . 

When all lists have been presented, ask for comments from the 
group regarding duplications of items hot categorized and 
facilitate resolution of any problems.! 
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE 
WOMAN'S PERSPECTIVE 



^ 



Session Sequence 



1. 
2. 

3, 
4. 



larize activities. (5 minutes) 

You have establl^Jjed two sets of broad guidelines or principles 
by which to assess^ alcoholism treatment program. 



One set of items addresses program elements that affect the 
client directly; the other addresses elements that affect the 
client indirectly. ~~~~ 

We are agreed that these principles should be reflected in any 
program designed to treat people with alcoholism. Exactly how 
those principles are put 'int6 operation Is determined by char- 
acteristics of t^e people bfeing served. 

The next step Is to look at the characteristics of women that 
are particularly important to consider In planning and deliver 
Ing •Icohol Ism treatment services. 
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II. FACTORS TO CONSIDER IN DESIGNING TREATMENT PROGRAMS FOR WOMEN (1 hour. 45 min.) 

A; Introduction (5 minutes) 

4". One of the principles of good alcoholism programming that 
was Identified In the previous activity was that treatment 
plans are tailored t^ meet Individual needs, and we agreed 
that this Is Important to recovery. 



\ However, the needs of a particular Individual cannot be de- 
termined until that person comes to the agency. How then 
can agency staff design a treatment program so that at 
least some facilities and services will be prepared to serve 
clients who come for help? 

3. One approach to that problem, of course. Is to Identify the 
community the agency will serve, and learn as much about the 
people 1n that community and their needs as possible. 
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s SESSION TWOf ALCOHOLISM TREATMENT FROM THE 
^ ,W * WOMAN*^ PERSPECTIVE 

Session Sequence 

4. Another approach, which supports the first, is to learn from 
others who have studied and worked with the jifeople you are 
preparing to help, in this case women. This next activity 
wtll get you started on this approach. 

B.- A context for looking at women alcoholics. (10 minutes) 

1. Dis^1>iy the diagram which show$ the various groups a woman 
belongs to. 

^ 

NOTE: A master of this diagram appears on p. C-6 of the Trainer Manual . 
You may reprod'uce the diagram by drawing it on a flipchart or by 
making a transparency and projecting it on an overhead projector. 

' 161 

ERIC V 34 



Our ultimate concern Is the Individual woman represented by 
the circle at the center, and those factors that make her 
a singular person: the^ unlai^ blologljcal and psychological 
characteristics that shape her reactions to her social and 
physical envirpnment and the kind and sequence of evehts 
that make up her ^Ife. 

This woman also shares some chtracterl sties with other groups 
of women by virtue of her atge* race, sexual preference, 
cultural background, education, socioeconomic oosltlon, and 
home- location (rural, urban, south, west, etc.). 

WcJhien affected/ty alcoholism share some thU^i^^J^comon . 
All factors may not be present or equal for each but the 
overlap Is &ns1derable. The5£_factors Include society's 
attitude toward alccfhollc women, reactions of family and 
friends, prevalence of ot>ier drug use, and a greater chance , 
of an atffectlve disorder accompanyfhg th^ alcohoWm than is 
seen In men. « \ ■ • 






■ • • SESSION 'TWO: ALCOHOLISM TREATMENT FROM THE 

" . ■• • -i^WAN'S PERSPEb^E 

Session Sequence ^ 

5. She ifl p^rt of a larger group which includes all'^people 
sufferlpg'^from alcoholism; the physic*}, ^oci-al , psVcho- 
loglcali 'and spiritual disruption caused by excessive use 
of alcohol ;* the difficulties associated with recogmzing 
the problem and^ accepting treatment; the^need for/strong 

* °and continuing support for <, recovery . 

6. Finally, she is:part o1^ the society defined by geographic 
l3;oundaries, .'politics, common language, histb^y^yStanclards 
of behavior, values, at<|tudes„' and sterebtyper that dis- 
tinguish us from similar social entities. 

A) ' • . - . 

7. The purpose of presenting this diagram is not to underscore 
the complexities df which you are ali^dy aware, bgt rctther 
to provide a framewoVic <for organizing the multitude of factors 
that should be tBken Into account in p'lanning treatment for 
an alcoholic woman. ' ■ 
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8. 'Each client will be a composite of characterises, unique 

- to her, those shared with only^spme women, >tf{o^ scared with ^^^^ 
, all women, those shared with other alcoholics, and those shared^^^^^ 
with all memljers of society. • '^^ - \ 

^. The factors presented here do not constitute an exhaustive 
list. The list does not include those factors unique to in- 
dividuals, but it dbes include the more important factors 
• for special populations, women" alcohol ics , and society at 
large that are impprtant to alcoholism treatment planning and 
for which there is reliable supporting evidence. 

10. Ask for comments and questions. 

Factors and treatment implications. (10 minutes) 

1. Refer participahts to Factors to Consid^ in Designing IreatmeRt 
Programs far Women ( Resource Book , p. 11) and review i^s organi- 
zation.. ' «^ ' * 

a. This document, is an af-bitrary presentation of some of the 
more important factor's drawn from recent books and ^articles 
on the subject of women and a1c6hoT. 
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SESSION TWO: ALCOHOLISM TREATMENT FROM 
THE WOMAN'S PERSPECTIVE 



Session Sequence 



b. It is organized under six headings: physical, psycho- 
logical, socials family, economic, and special popula- 
tions. ' . 

^ c. The categories overlap. For example, the'^adjtion of 

V, women being responsible for child carets a social factor. 
Whether or not a woman has children could.be classified under 
family. 



d. The organization is not important, unless it interferes 
with your learning.' What is important here is the factors 

v_ that are listed apd thef implications for treatment. ^, 

e. E,ach category starts on a new page. Each point under a 
category is referenced to show the source. Some treatment 
impncatibns are suggested in the third column. 

165 
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2. Give directions for the^ij^al! group task. 

' a. You will worJc in six groups. 

b. Each group will be assigned one category on the 
^ document. 

^ c. For each category assigned, summarize the main\ points 

lis.ted Jn^the first column as you would explain them 
I to anoVner person, '^hen, dtscuss these questions: 

/ \ • How do these points compare with yoiyr experience 

wit>i women alcoholics? ^ 

• Are they consistent with that exper^nce or are 
they at odds? ~ A 



• How do, you account for the differences? 

d. Next read the treatment impl i cat 1 oris in the third 
column and discuss these questions: 
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE 
WOMAN'S PERSPECTIVE 



Sessioi^ Sequence 



• How do the tree^tnient implication? relate to^the 
program categories you developed earlieV' (program 
planning, assessment, butrfeach, etc.)? 

«* , I • 

• What other treatment implKations, if "any, do you 
see relating to this factor? 

e. Prepare a presentation to the large group which includes 
the points you summarized from column one and the conclu- 
sion of jrour discussion in answer to the questions. 

3. Distribute Instructions for Small Group Task. 

% . 

4. ' Divide participants in six ^oups and assign categories as 

follows: 
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Group 1 - Physical 
Group 2 - Psychological ' 
Group 3 - SocUl 



Group 4 - Family 

Group 5 - Economic 

Group 6 - Special Populations 



Gro(|ps work on task. (40 minutes) 



Reconvene large group for presentations. (20 minutes) 

1. Have groups preseoi In the order in which categories were 
assigned (see - #4-^076). 

2. As e^ch group presents, have the cotrainer list additional 
treatment implications on a flipchart. 

> * 

3. Ask ^participants tp hold comments o»" questions until all pre- 



sentations pave been made^- 
Invlte questions and^discusslon from the group. (10 minutes) 

1. Encourage group members to answer questions of othS* partlcl- 
peipts to the extent possTj^le. 

2. Refer ±o points made In the introduction and "concept" pre- 
sentarions when appropriate (IIA and IIB above). 
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SESSION TWO: ALCOHOLISM TREATMENT FROM THE 
WOMAN'S PERSPECTIVE 



3. Remind participants that many important elements of treatn)ent 
listed in the first activity may not be included on the 
"Factors" list, which is unique to women clients. ^ 

G. Summarize the activity as follows (10 minutes): 

Attempting to simplify complex issues by making categories is 
often an arbitrary effort that leads to gaps or overlaps. 

2. The attempt here has been to identify factors that have major 
g treatment ibipli cations and for which evidence is well docu- ' 

mented and^enerally not conflicting. ^ 

3. No effort was made to establish a causal relationship between 
any of these factors and the development of alcoholism in i 
women . 1. S 9 
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4. The factors specific to womdn do not preclude the other 
elements or principles of treatment previously identifle*! 
as essential to alcoholism treatment. 

Make reading assignment. 

1. Refer participants to the Resour ce Book . 

2. Walk participants through the Resource Book * highlight- 
ing key features of various sections. \ 



3. Assign participants to read the Introduction to the Resource . 
Book, and based on that reading, select one Item from any 
section except Section 1 to review In detail, e.g., an 
article In Section II or the reference on nutrition In 

\/' Section Ills and discuss at the next session. 

4. Remind them of the meeting time for the next session and 
ask that participants bring the program descriptions;, grant 
proposals, and other agency materials that theo^ are encouraged 

X to bring to the training program. 
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SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS 

Session Purposes ^ 

The goal of this session is to provide parti cioaiits with a framework and a 
procedure for determining the extent to whicytheir own programs aVe meet- 
ing the needs of women. 

By the end of this session, the participants will be able to identify the 
strengths and weaknesses of their respective programs as they relate to 
the treatment of women, given a checklist of elements that are considered 
important for effective women's treatment. 
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SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS 



Session Sequence Overview 

I. Review of Kegource Book Assignment (15 minutes) 
II. Assessment Checklist (15 miplites) 

III, Application of ChecfktlPi to Individual Programs (1 hour, 35 minutes) 
IV, Checkpoint (55 minutes) 

Total time: 3 hours 
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y SESSIOrfnHREE: ASSESSING INDIVIDUAL PROGRAMS 

Methods, Materials, Equipment 

METHODS ^ 

• Large group discussion; dyads; small group discussion 
MATERIALS 

• Resource Book 

• Women's Treatment Services Assessment Checklist (one per 
partiflJpant) 

EQUIPMENT ^ . 



• FTipchart ot t^llpcJjart papfefT^ markers; masking tape 

MEETING ROOM ARRANGEMENTS 

t Chairs in a horseshoe arrangeraent.f or large .-group discussion. 

ERIC • Space for'gr6up to work in dyads Und in' small groups 

undjsturbed. V 48 
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, • SESSION THREE! ASSESSING INDIVIDUAL PROGRAMS 

Session Sequence " 

I. REVIEW OF RESOURCE BOOK^ ASSIGNMENT (15 minutes) 

A. Explain the procedure for reporting on the assignment. (5 minutes) 

1. Ask participants to report on the Items they reviewed In 
sequence. I.e.. Section II first, then Section III and so 
on . 

2. Ask participants to identify the Item they selects! and re- 
port briefly on their reaction to It: new Informaxlon or 
Insights offered, value to program planning, etc. 

3. As, they listen to the reports, ask participants to be think- 
ing of other materials or resources not Included In thfey 
Resource Book that they have found useful In planning 
treatment services for women. 

. 174 
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Participants report on Resource Book. (10 minutes) 

1. Follow the procedure outlined In A above. . 

2. Allow a few minutes for questions or discussion as needed 
after each presentation. Not all participants' will report. 

3. If additional resources are suggested, list them on a 
fllpchart and get specific Information for obtaining them, 
1f possible. ijfc^ 

Close the activity. i 

1. Ask participants to reoort on any aspects of the Resource 
Book that they found of particular Interest and that ha"e y 

, not al readju^been discussed. ^ 

2. Remind partl^pants t^at the Resource Book has been designed 
for use when they return to their agencies and will be re- 
ferred to again In a later activity. 
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SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS 

Sessibn Sequence ^ 

II. ASSESSMENT CHECKLIST (15 minutes) 

A. Introduction. (5 minutes) • 

1. The primary purpose of thi^ session is to pr6^ide you an 
opportunity to examine your own programs in regard to 

/ r/ieeting the needs of women, given their major needs and 

characteristics. 

\ 

2. To assist in this examination you will use an ass^sment 
checklist prepared especially for women Vs treatment; ser- 
vices. . , 

B. Refer participants to the Assessment Checklist in their Resource 
Book (p. 29) and explain as follows: \ 

.176 • ^ 



1. This 11st represents an attempt to Integrate the basic 
principles of alcoholism treatment that you 1de>it1f1ed 
In Session 2 with the major factors to consider In de- 

, signing women's treatment services. 

2. The result is a comprehensive checklist for planning a 
new , women's -program or assessing an existing one to 
detemlne areas for Improvement. 

3. You will nptlce that the categories on the 9he(?kl1st 
are the same ds the categories used to organize the 
Items you listed as relating either to client perspec- 
tive or to treatment support. 

4. The sequence of categories Is only one possible order, 
,/ -In this case starting with program planning and staff ^ 

issues, procee41ng through the phases of treatment, as 
:^ client' would encounter them, and ending with follow- 
upi«lind outreach. 
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" " 4. SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS 

Session Sequence 





V • 

5. Within each category, the significant aspects are phrased 
in the fonp of questTons that can be answered "yes" or 
"no." If "t-hat aspect 'applies to your program and is met to. 
some extent , -a space is provided' to check "needs improve- ^ 
- ment." If that ite^n does not apply to your situation, 
.check "NA" for not applicable. Check "don't know" if 
you are un^e or need more information to answer. ' ' 

In the "third column, headed "comments," space is provided ^ k • 

for a short note to explain your response or to indicate 
what add1t1ona1\ Information you need to obtain^ ^ 

As you read, through s'ome of the individual items, you will 
see that they reflect the needs and characteristics of al* 
coholic women. < A similar checklist could be created for 
any women. A similar checklist could be created for any 
broad target ^|jlat1 oh, e.g., alcoholic m^on skid row ' 
178 or, teenaSe'alcofcolics, or for a narrow segmeTH; of a broad \ 

population, e.g/, Navaho Indian women on X reservation. In 
\ eitl^r case # the categories would remain the samerthe in- ^ 
dividual items would Vary. ' ^ , ^ - ; * 




8. Also keep 1n mind that this checklist was created to be 
applicable^ to agencies of differing sizes and types in 
a varietj?^)f geographic settings and to target popula- 
tions that will differ in specific characteristici from 
the hypothetical population described here. 
/ 

9* Therefore, as you go through the checklist, make modifica- 
tions or additions that yyill make it more useful to your 
situation. 

C. Invite questions and comments. 

IIJ. APPLICATION OF CHECKLIST TO INDIVIDUAL PROGRAMS (1 hour, 35 minutes) 

A. Give instructions fqr the activity. (5 mihutes) 

1 . *^Pa?tici pants will^v^rk in pairs a^ording to the agency they 
■ { represent. If only one person caije^from an agency, that per- 
son will work alone.. 

• ■ / 

/ 
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. ■ SESSION THREE: .ASSESSING INDIVIDUAL PROGRAMS 

ion Sequence 

2. Go through the checklist carefully, but do not dwell on any 
question too long. The idea is to complete all categories 
to get an overview of the strengths and weaknesses of your 
program and identify areas where changes are clearly needed, 
time for more thorough analysis is scheduled foStthe next ' 
session. W 

' . ■ 

' 3. You will each receive another copy of checkUst for this i 
activity so that you may save the copy in your^R^spurce Book ^ V 
^ for use at a future time. 

B. Distribute Assessment Checklists. 

1. Circulate among pairs to answer question*. 

Be sure they do not dwell on any one itein. Periodically give 
them time checks such as, "You should be one-quarter (or 
halfWay) through at this point." 18<0 



3. Fifteen minutes before time is up remind parti c1 bants to 
total check marks in each category and identify those 
categories that appear to need the most work. 

4. When time is up, reconvene large group. 

IV> tHECkpOINT (55 minutes) ^ ' , 

A. Invite participants to comnent on the process (not the results) 
t of using the .checklist. Allow 10 minutes for discussion. 
* Stimulate contribution^With questions such as: 

1. How easy or difficult was it to apply the checklist to your 
program? 

2. What categories or items were the most di^cult or easiest 
to assess? / 

•3. Did other participants share that experience? 

•y A, If so, what accounts for the similarities or ii^^erences: 

\. size of agency, type (outpatient, residential), setting ^ 
*^ (rural, urban), not treating any women' now? 5 

\ 

' ' . 181 - " , 



57 



^ SESSION THREE: ASSESSING INDIVIDUAL PROGRAMS 

Session Sequence 

5. Did any team find it necessary to add or^iiodify individual 
items? If so, which ones? Why? : 

B. Give instructions for next activity. (5 minutes) 

1. Each -team will .join with two other teams (six participants 
per group). 

2. teams will exchange their checklists in round-robin fashion 
(team 1 gives their checklist to team 2, team 2 to team 3, 
and team 3 to team 1 ) . 

3. Each team will examine the other's checlclist Vor patterns 
of similarity or differencJfe compared with their own. 

* •> ^ 0 

4. . Aft.er 10 minutes, teams return checklists and discuss their 

findings: what commonalities emerged from all three check- 
182 \ lists? . 

• ^ \ \ ' ^ 

pnYr^ 5. After 10 minutes' discussion, the large group w111\r®convene 

BMi^ to hear reports of small groups. 

'■ * » . 58. . ■ .'. . ■ 
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C. Ask for questions and clarify or repeat any Instruction as 
necessary. 

D. Teams work on task. (20 minutes) 

E. Large group reconvenes and smal] groups report and discuss 
findings. (20 minutes) 

1. Each group reports for 2-3 minutes. 

2. Lead a discussion of commona11t^S?~a\nong agencies (e.g., 
a majority of checklists Indicate a need to work on 
staff training) and some of the reasons why those 
patterns may exist. 



( 



Close session. 
V 
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SESSION FOUR: SELECTING PRIORITIES FOR CHANGE 



Session Purposes 

c 

The purpose of this session is to provide participants an opportunity to 
analyze several program categories al ready 'identified for improvement 
and select from those one oV more priorities for action. 

By the end of this session, the participants will be able, given a set 
of feasibility guidelines and working in teams of two, to identify some 
priorities for implementing changes in their own treatment programs. 

t 
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Session Sequence Qvpryiew 



SESSION FOUR: SELECTING PRIORITIES FOR CHANGE 

I 



C 

I ^ Intro duction (5 mlnV^tes") 

II. Explanation of Women's Treatment Services Analysis Worksheet (5 minutes) 
III. Using the Worksheet (45 minutes) • 
IV. Selecting Priorities (45 minutes) 

V 

Total time: 1 hour, 40 minutes 
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SESSION FOUR: SELECTfilG PRIORITIES FOR CHANGE 



Methods. Materials. Equipment 



METHODS 

'. — — ♦--^Large group discussion; dyads 
MATERIALS ^ 



t Resource Book 

t Flipchart of Treatment Support Items from Sel^on 2 / 

t Women's Treatment Services Analysis Worksheet (three copies per 
participant) 

t Priority Selection Guidelines (one copy per participant) 

• EQUIPMENT ■ - ■ , 186 - 

n 

f Flipchart or flipchart, paper; markers; masking tape 
ERIC ^ , ' ^ \ ^ 64 



MEETING ROOM ARRA^MENT 

• Chairs In i horseshoe arrangement for large group discussion 

• Space for group to' work In dyads uniflsturbed 
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SESSION FOUR: SELECTING PRIORITIES 



Session Sequence 



INTRODUCTION (5 jnlnutes) 

A. ' Review briefly the activities and out'comes of Session 3. 

B. Explain the purpose of this session as stated in the goal 
and .objectives. , 

II. EXPLANATION OF WOMEN'S TREATMET^ SERVICES ANALYSIS WORKSHEET (5 minute^) 

A. Refer participants to the bjank Analysis Worksheet in the 
Resource Boo k (p. 59). 

1 . Explain as follows : 

a. This worksheet is a series of questions to guide yo4ir 
thinking about implementing changes in the categories 
you identified in Session 3. J gg ^ 



b. It^ purpose is to help you define more clearly what 
specific changes need to be made, what resources will 
be needed, what fundamental' program changes might also 
be required, Irfmt problems to anticipate, and th^ pros 
and cons of making the change. ^' 

Refer participants to pages 61 and 62^n the Resource 
Book, which show a completed worksheet. 

Walk parti cipantsy through the example to illustrate how the 
worksheet is to jile used. 

Invite questions and conments. 

It is assumed that most particTpants will b^e representing 
agencies that are already treating women. However, some 
may be planning for future delivery of those services anti 
already have selected the prograiu planning category of the 
checklist as the focus of their attention. Their perspec- . 
tive in using the Analysis Wprksheet will be toward intro- 
duciflg a new aspect of service rather than expanding or 
improving existing servi 
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SESSION FOUR: SELECTING PRIORITIES FOR CHANGE 

Session Sequence * 

III. USING THE WORKSHEET (45 minutes) 

J ^ 

A. Explain the task to be accomplished. (10 minutes) 

1. Participants will work In teams as they did in Session 3. 

2. Encourage participants to refer to materials they brought 
from their agency, the list of treatment support- Items de- 
veloped In Session 2, the Respu^ce Book « and the Assessment 
Checklist as they answer tne questions on the worksheet, 

^ Trainers will be available for consultation as well. 

3. Groups will complete the Women's Treatment Services Analysis 
WorlAheet for ^each program category IdejjjTlfled for change In 
Session 3 up to three categories. If participants have Iden- 
tified more than three categories, they may work on these 

' outside the workshop. 190 * 
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4. Distribute worksheets to each participant. 
B. Teams work on task. (35 minutes) 

1. Trainers circulate to provide^ consul tation as needed. 

2. When time is ap, reconvene the large group. 
SELECTING PRIORITIES (45 minutes) 

A. Invite comments and reactions from participants on the process of 
using the worksheet. (5 minutes) 

B. Introdtice Priority Selection Guidelines as follows (10 minutes): 

1. Tell participants: 

a. You have identified some actions you. want. to take to 
make changes in some selected categories of service 
del i very . 

» 
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SESSION FOUR: SELECTING PRIORITIES FOR CHANGE 



Session Sequence 



b. It is probably apparent that you cannot take all of 
these actions simultaneously. The problem is now 
deciding where to start. 

2. Refer participants to the Priority Selection Guidelines 
in the Resource Book (p. 63). Telf'them: 

a. The purpose of this form is to help you select from 
the actions you have analyzed which are candidates 
for immediate action. 

b. The choice will depend on a number of factors: cost, 
time required for completion, number and magnitude of 
obstacles, multiple benefitjs^; and so on. 

c. Each of the factor's i'S listed in the first column as a 
•question, with space for participants to add factors 

19*3 that may be important in their particular situation. 



Refer participants to the next page in the Resource Book 
(p. 65) foV an example of how the form is used. Explain 
that: 

a. Under "Proposed Actions," space is provided to write 
in the indicated actions. These actions are taken 
from the second item on the Analysis Worksheet use?l in 
Session 4. In this example, two actions were identi- 
fied for the Staff Ttsues Category. In other cases; 
only one action may be listed, or perhaps three. 

b. The procedure is to read each question for'bne action 
at a time and place a check in the appropriate \:Olumn 
to indicate your answer. 

c. As you answer each question, think carefully about the . 
situation in your agenc>?^, the staff who work there, 

and the community it serves. 

d. If the answer is clearly yes, put a check in the "yes" 
column, ff the answer is clearly no, put a check in 

the "no" column. If you need more information to answer, 
put a question mark in the "no" column. 
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SESSION FOUR: SELECTING PRIORITIES FOR CHANGE 

Session Sequence . 



e. In the example, the question mark in the "no" column 
for question 2 indicates that until an assessment or 
survey of staff needs has been done, the nature and 
extent of staff development activities will not be 
known. If training needs are limited, then the current 
staff development budget can probably handle it, if some 
other topic is dropped. 

^ f. When answers have been macfe to all questions for all 

actions, count up the checks in each yes and 'no column. 
The action with all yeses would be first priority; the 
one with all nos would be the last priority. Priority 
rankings in between will depend on the balance of yeses 
and nos and the particular factors involved. For ex- 
ample, cost may be a ^prohibiting factor whether or not 
all other factors are yes. 

C. Give instructions for the priority selection task: J 94 



1. Return to the two-person teams. ; 

2. Using^tfie example as a model, answer the questions on the 
guidelines for as ipany activities as you have identified. 
Extra copies, will ^e provided ti preserve the copy in the 
Resource Book. 

Distribute Prtority Selection Guidelines. 

Teams work on the task, (30 minutes) 

When time is up reconvene the large group. 

1. Invite comments or questions on the process. (5 minutes) 

2. Ask participants to recall the potential program changes 
they discussed in Session 1. 

a. How do the changes listed on the Priority Guidelines 
compare with these? 

b. How do you account for differences, if any? 

3. Tell participants that the priorities will be presented and 
used as the basis for activities in the next session. 
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SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS 



Session Purposes 

The purpose of this session is to provide an opportunity for participants 
to develop a range of strategies to overcome the barriers to action they 
have identified in planning changes in women's treatmentServices . 

By the end of this session, the participants will be able, using the 
Resource Book and suggestions from. trainers and other participants, to 
identify a range of alternative strategies for each selected change. 



/ 
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SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS 

Session Sequence Overview 

I. Introduction (5 minutes) 
II. Identifying Barriers (30 minutes) • 
III. Developing Strategies (40 minutes) 
IV. Sharing Strajlegies (45 minutes) 

Total time: 2 hours * 



ERIC 



77 



197 



SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS 

Methods, Materials, Equipment 



\ 



METHODS 

• Large group discussion; small group discussion 
MATERIALS ^ 

• Priority Selection Guidelines from Session 4 

• Women's Treatment Services Analysis Worksheets from Session 4 
EQUIPMENT 

• Flipchart or flipchart paper; markers; masking tape 
MEETING ROOM ARRANGEMENTS - , ' 

• Chairs in a horseshoe arrangement for large group discussion 

198 

• Space for small groups of varying sizes to work undisturbed 
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' f ' SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS 

Session Sequence 

r 

I. INTRODUCTION (5 minutes) 

By the end of Session, 4, participants had analyzed selected 
progranj^ categories in terms of specific changes to be made, 
resources -required, and obstacles to overcome and had estab- 
1 ished-priorities among those actions by determining the 
feasibility of each. 

8. One factor ttfat determines feasibility is the number and 
magnitude of obstacles that must be overcome to take some 

* action. 

* C. The purpose of this session is to bring all resources to 

bear on developing strategies to surmount those obstacles. 

- 199 
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/ 

IDENTIFYING BARRIERS (30 minutes) 

"/ 

A. One approach to dealing with problems is to name them--to . 
define them clearly and precisely so that we know whJit we 
are dealing with. 

B. Direct participants to refer to their Priority Selection 
Guidelines for the specific actions they are proposing to 
take. * 

C. Next, ask them. to find the Analysis Worksheet where each 
action is listed and describe the obstacle(s) they noted 
to taking the action. 

D. As participants contribute actions and obstacles, list the 
obstacles on flipchart paper. Continue until all obstacles 
have been listed without duplication. Be sure each item is 
stated as precisely as possible. 

E. Next, review the items and see if they can be organized under 
larg^ headings, e.g., funding, attitudes, resistance to 
change, community relations, interagency relations, intra- 
agency organization, and so on. 
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SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS 



1 

r 



Session Sequence 



F. As headings emerge, put each one on a separate sheet of 
fl ipchart paper. 

^, 

G. Next, go back to the original list and categorize each 
item under the appropriate heading. New headings may be 
added if necessary. 

H. Review the categorized lists to determine whether any group- 
ing, e.g., attitudes, may apply to one particular program 
category, e.g., staff issues, more than any other, or 
whether it applies to a number of program categories. 

I. Mark any of the groupings for which this distinction can be 
made with the appropriate program category (treatment ser- 
vices, outreach, follow-up, etc.). 

201 



III'. DEVELOPING STRATEGIES (40 minutes) 

A. Group the participants by interest. (5 minutes) 

1. Ask participants to study the groupings and select 

the one they are most interested in working on, * 
given their program needs. 

2. Suggest that agency teams consult with each other 
and each choose a different grouping to work on. 

3. When participants have chosen, ask them to state 
their choices one at a time and write their names 
on the appropriate flipchart. 

4. Depending on how choices fall, some groupings may 
need to be combined. At least two participants 
should sit|n up for a group. 

B. Give instructions for the small group task. (5 minutes) 

1. The first step will be to reN^iew the list and determine 
whether any item needs clarification or rewording. 

ER?C 202 • 
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• SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS. 

o 

Session Sequence 

m 

2. Next see if any new patterns emerge from the list. Can 
items be combined or subheadings created? 

3. "^egin to braihstorm strategies Tor overcoming the listed 
obstacles. Define strategy as a method to overcome a ^. 
particular obstacle or barrier in order to achieve an 
objective. For example, one of the changes identified 

«^ on the Assessment Checklist might be better fallow-up 

* of clients. An obstacle to making this change is lack 

of -client interest in .responding to agency contetcts. A 
' possible strategy to overcome this obstacle might be 

formation of an alumnae group that establishes contact with 
clients before they leave treatment , to prepare for future 
contacts and sponsors periodic social or educational events 
that maintain interest, communication, and involvement of 
former cl ients. 
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4. Suggest use of the Resource Book, past experience and 
successes with similar problejus, and ideas participants 
have heard or read about. Suggesting names of people 
or programs that might be able to help would also be 
appropriate. 

5. Point out that some strategies may be general and some 
may be specif ic' depending on the items on each list. 

6. Finally, each group will present the results of their 
work (5 minutes per group) for the benefit and re- 
action of the total group. 

Groups work on the task. (30 minutes) 

1. Trainers should offer ideas and suggestions to appropriate 
groups and contribute to groups that may be bogged down. 

2. When time is up, reconvene the large group. 
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SESSION FIVE: STRATEGIES TO OVERCOME BARRIERS 



Session Sequence 



IV. SHARING STRATEGIES (45 minutes) 

V 

A. Give instructions for reporting on tasks. (5 minutes) 

V Ask groups to limit their presentations to 5 minutes each 

2. After each presentation, invite the group to suggest addi- 
tional strategies and ask questions. 

B. Groups report, (30 minutes) 

C. ^Invite final comments or questions about the day's activities 
. D. Close the session. (10 minutes) 

205 ' 
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Review the objective of the session and the activities 
conducted to achieve that objective. ^ 

Identification of alternative strategies is a step in 
the process of planning changes in agency services to 
improve alcoholism treatment for women, along with assess- 
ing needs and establishing priorities which were addressed 
in Sessions 3 and 4. 

Another aspect of planning is invol\(ing the people who will 
participate in implementing the planned change. Their 
input and commitment must be obtained if planning is to 
be effective. 

In prepar.ation for the next session, ask participants to / 
think about the individuals and/or groups that they wivr 
need to involve in further planning of the changes in 
women's treatment that were identified by the Assessment 
Checklist. 



5. In Session 6, participants will select a group or indivi- 
dual and, working in small groups, prepare and prajctice 
an approach to enlisting their involvement in planning 
for change. 
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SESSKM SIX: INVOLVING OTHERS 



Session Purposes 



The purpose of this session is to provide participants an opportunity 
to prepare for continuation of the planning process at home through 
organizing and practicing ^an approach designed to involve others in 
planning improvement of alcoholism treatment services for women. 

At the end of this session, participants will be able to prepare^ and 
practice an approach they will take upon return to their agency to 
involve others in further planning and implementation of the changes 
needed to improve alcoholism treatment for women. The approach 
should be relevant to a given treatment setting and community and 
in keeping with the considerations presented in training. 
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-.^ SESSION SIX: INVOLVING OTHERS 

Session Sequence Overview 

I, Introduction (5 minutes) 
/ll. Preparing the Approach (1 hour) 
fill. Enlisting the Involvement of Others (1 hour, 15 minutes) 

I Totati "time: 2 hours, 20 minutes 

\ 

V 

\ ^ 

208 

*^ * 

91 



SESSION SIX: INVOLVING OTHERS 

Methods, Materials, Equipment 

METHODS 

f Large group discussion; sipall group task 
MATERIALS . % 
• Resource Book 

t Task Instr^uctions for ^^imulated Approach (one copy per participant) 
EQUIPMENT 

f Flipchart or flipchart paper; markers; masking- tape 
MEETING ROOM ARRANGEMENTS 
209 * Chairs in a horseshoe arrangement for large^roi^p discussion 

92 



^ *f Space for small groups of varying , -sizes to work undisturbed 
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SESSION SIX: INVOLVING OTHERS 



INTRODUCTION (5 minutes) 

A. Open the session by making the following 



Ipoi 



1. In the previous three sessions you hive assessed your pro- 
grams for adequacy in meeting women's needs, identified 
some areas that need change, established some priorities, 
listed some barriers to consider in /making those changes, 
and .developed some alternative strajcegies to overcome 
those barriers. 

2. Identification of alternative' strategies is a step in the 
process of planning changes in agency services to improve 
alcoholism treatment for women, alongv with assessment of 
needs and establishing priorities/whtch were addressed in 
Sessions 3 and 4. ^ i 

210 



3. When you return home, additional planning will be required 
to express the changes- you intend to make in precise, mea- 
surable terms, sequence the tasks, assemble resources, 
prepare a timetable for co^npletion, and assign responsibili- 
ties. ' 

4. An ingredient essential to the effectiveness of this con- 
tinued planning is obtaining the input and conwitment of 
the people who will be involved i(\ the implementation 

of the plan. 

5. The initial step in involvement of others is organization 
and presentation of infoqnation and ideas as a basis for 
discussion, decision and action. 

» 

State that the purpose of this session is to help participants 
prepare for this initial step by practicing in this setting 
firsrt; and receiving the benefit of support and suggestions 
frorrrthe trainers and other participants. 
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SESSION SIX: INVOLVING OTHERS 

Session Sequence 

II. PREPARING THE APPROA CH (1 hour) 

f 

A. Identify groups to be involved. (5 minutes) 

1. Ask participants to suggest individuals or groups that they 
anticipate needing to involve in planning for changes in 
treating alcoholic women. Examples are the program director, 
counselors, the board of directors, other agencies, and 
community groups. 

4 

2. .List, potential groups or individuals as they ar0 suggested. 

3. Lead participaht^^in organizing the groups or individuals 
under four or five larger headings. 

- * 
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NOTE: The objective here is to divide the participants into 

smaller groups of four participants each. Depending 
\ on the size of the total group, you may need from four 

^ to six categories of audiences (board, staff, etc.), or 

else two groups may prepare for the same type of audience.' 

■ 

4. Ask participants in turn to indicate which group or indi- 
•\ vidual they wish to practice making an approach to and 
write each name next to the appropriate category until 
aTl groups have four participants. Before all planning 
has been completed, it will probably be necessary to 
contact all of the groups and individuals listed. Sug- 
' gest that participants select the individual or group for 
trial approach, based on one or more of the following 
criteria: the first to be approached, the most impor- 
"taoi, or th^most difficult. 

B. Give instructions for preparation and delivery task. (10 minutes) 

1. Distribute Task Instructions for Simulated Approach. 
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SESSION SIX: INVOLVING ^HEf^S 

Session Sequence 

2. Review the instructions with participants, answering ^ 

questions as they arise. ^ - 

o , 

3. In setting a context for their approach, suggest that 
participants use the actual situation of one participant 
or combine elements from each group member's situation. 

4. A<#irise participants what materials and equipment are 
available to support their presentations. Flipchart 
paper and markers will very likely be available as they . 
are used in the training program. If a X^rox machine 

is accessible, participants could make handouts. Group • 
, members may choose to make transparencies if, the proper 
projection equipment and grease pencils are proyjded. ^ 

C. Groups work on preparing their approach. (45 minutes) . 

214 ^ • 
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D. When time is up, reconvene the large group. 
III. ENLISTING THE INVOLVEMENT OF OTHERS (1 hour, 15 minutes) 

A. Groups make presentations and receive feedback for the items 
specified in the task instructions, item 2d. (1 hour) 

B. Clos^ the session. (15 minutes) 

1. Invite comments and reactions to the session activities. 

^2. Make general observations about the common prpblems you 
observed and summarize the suggestions^ that emerged 
from the feedback sessions, 
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Session Purposes 



SESSION SEVEN: CONCLUSION 



A suirmary of , the course will be given. Participants will take part in 
the final evaluation activities and receive certificates of attendance 
(optional). ¥ 
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SESSION SEVEN: CONCLUSION 

Session Sequence Overview ^ 

• I. Introduction (5 minutes) 

II. Recapitulation of Training Program (It) minutes). 
III. Evaluation (35 rnlnutes) 

IV. Awarding of Certificates (optional) (10 minutes) 

Total time: 1 hour 

*^ - » 

v» > ■. ■ - • ■ , 
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SESSION SEVEN: CONCLUSION 

Methods, Materials, Equipment 

METHODS 

• Large group discussion; individual work 
MATERIALS \ ^ 

• Program goal and objectives summarized on flipchart 

• List of expectations from Session 1 

• Instruction Assessment Form (one per participant)* ^ . 

• Postcourse Debriefing Forms (one per parti ci.pant) 

• Certificates (optional) 

218, 



EQUIPMENT 

• Fllpchart 
MEETING ROOM Af^RANGEMfeNTS 

• Seating for all participants set in a horseshoe arrangement 
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SESSION SEVEN: CONCLUSION 

c 

* Sessian Sequence 



I. INTRODUCTION (5 minutes) 



A. 




I 



The purpose of this session is to summarize the week's 
activities in light of the program goals discussed in the 
first. session and to conduct the posttraining evaluation 
activities. 

The primary activities of this session are a recapitula- 
tion of the training program, administration and discus- 
sion o;f the Instruction Assessment Form, and (optional) 
awarding of certificates of program completion to each 
participant. 

« 

,P OF TRAINING PROGRAM (10 minutes) 




A. Review of program goals. 



"220 Refer participants to tfie training goal and objectives you 

have written on the flipchart. 



. revTew 



2. For each objective listed on the flipchart, revTfew the 
activities related to achieving that objective. (Modify 
your remarks to torrespond to the actual training events, 
planned or unplanned.) 

. '\ 

NOTE- Avoid any discussion of the relative worth of the trailing 
activities. Appraisal will be the focus of the evaluation 
activities. The purpose of the recap is to refresh par- 
ticipants' memories about th^ expected outcomes and what 
was done 'to achieve those outcomes. Another purpose is 
to provide a sense of closur^e for both you and the par- 
ticipants. ' 



B. Review of expectations. 

1. Refer to the list of expectations developed b^^ participants 
and recorded oh a flipchart in Session 1. 
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Session Sequence 

2. Review the, items that you agreed could be Jiiet within the 
framework of the training program. For each item, ask 
participants if that expectation was or was not met. If ^ 
V tnot, ask them to indicate what might have been done to 
meet it. - 

C. Ask for any questions or additional comments on thfe recapitu- 
lation. ' , • ' 

III. EVALUATION (35 minutes) - ^ 

A. *^Completion of Instructi6n Assessment Form. ^jO minutes) 

1. Distribute copies of the Instruction Assessment Form and 
ask each participant to check "pCRstworkshop" on page 2. 



2. Ask them tpv complete forms. 

v. f ' 222 



Comparison with preworkshop form (5 minutes) 

1. When all participants have completed the form, distribute the 
preworkstibp forms and ask participants to compare their re- 
sponses on the two forms. 

2. Suggest that they look for trends or draljiatic shifts on par- 
ticular items. " / 

Discussion of results. (10 minMtes) 

1. After 5 minutes, begin a discussion of the pre- and post- 
workshop comparison. Questions such as these will help to 
focus that discussion: 

. t What do you observe about/ your postworkshop responses 
compared with the preworkfehop responses? Do you see 
afly trends, patterns, surprises, or no change? 

• How do you account for any changes that occurred in, 
your responses? ' , ' 

t What do you think these changes mean? 
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Session Sequence 



C. As the presenter reads the mm of each participant, the 
person comes forward to accept the certificate and shake 
hands. (Award certificates alphabetically.) 

D. Thank and congratulate participants and wish theni good 
luck and farewell . 
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3. Finally, ask participants how the workshop has helped 
prepare them to improve those areas they have identified 
as inadequate. 

4. When the discussion *is over, jsk participants to remove 
the cov^r sheet from each form arfd insert the number which 
appears in the right Qflrf'"^'" oi" the preworkshop form on the 
postworkshop form, in wief»ame place'. If the preworkiKop 
forms have not been numbered, ask participants to count 
off in sequence and mark their assigned number on b#th 
forms. Collect 'all forms without the cover sheets. 



G. Postcourse debriefing. (10 minutes) 



1. ,DJ«tribute the Postcourse Debriefing Form and ask. partici- 
fJants to complete it. 



0 ' 



2.J Collect forms and ask participants foV any final comments. 
IV. AWARDING OF CERTIFICATES (IQ minutes) 

A. Introduce the person selected to presenj cei*tificates. 

B. .The presenter may make a few remarks as appropriate. 
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Session Sequence 



C. As the presenter reads the mm of each participant, the 
person conies forward to accept the certificate and shake 
hands. (Award certificates alphabetically.) 

D. Thank and congratulate participants and wish theni good 
luck and farewell . 
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